University of Mississippi

eGrove
Individual and Corporate Publications

Accounting Archive

1923

Outline of uniform system of accounts for municipalities and
handbook for municipal officers; Handbook for municipal officers
Walter R. Darby

Follow this and additional works at: https://egrove.olemiss.edu/acct_corp

Recommended Citation
Darby, Walter R., "Outline of uniform system of accounts for municipalities and handbook for municipal
officers; Handbook for municipal officers" (1923). Individual and Corporate Publications. 188.
https://egrove.olemiss.edu/acct_corp/188

This Book is brought to you for free and open access by the Accounting Archive at eGrove. It has been accepted for
inclusion in Individual and Corporate Publications by an authorized administrator of eGrove. For more information,
please contact egrove@olemiss.edu.

Outline of

Uniform

Accounts for
Municipalities

System of

and

Handbook for Municipal Officials

WALTER R. DARBY
Commissioner of Municipal Accounts

TR E N TO N ,

N. J.

D ecem b er, 1923

Outline of

Uniform System of Accounts for
Municipalities
and

Handbook for Municipal Officials

WALTER R. DARBY
Commissioner of Municipal Accounts

TRENTON, N. J.
December, 1923

INDEX.
Added Tax,
Current Year,
Poll Tax,
Prior Years,
Annual Audit (bids),
Application of System,
Appropriations—
Account Classification,
Reserves,
Transfers,
Unexpended Balances,
Appropriation Ledger
Advantage,
Control,
Posting,
Assessor's Duties,
Asset Accounts,

18
18
18
18
4
46

Emergencies—
Appropriations,
Notes,
Notes—when issued,
Revenues, .
Errors,
Expenditures in excess of $500,

27
11,23
21
23
46
47
46
47
2
8

Balance Sheets,
Classification,
Closing,
Journal Entry,
Bank Reconciliation (Collector-Treasurer),
Budget—
Plan 1—Journal Entry,
Plan 2—Procedure,

27
27
27
14
32
15
41

Capital Accounts,
48, SO
Capital Funds—Procedure,
48
CashAccount in General Ledger,
31
Receipts and Disbursements,
22
Checks—who sign,
3
Closing Entries,
22
Miscellaneous Revenues Anticipated Sub-ac
counts,
23
Miscellaneous Revenues Anticipated Control
Accounts,
24
Miscellaneous Revenues Not Anticipated,
24
Unexpended Balances Account,
23
Collector—
Cash Book,
5,6
Deposits,
29
Duties,
2,28
Monthly Report,
28,45
Procedure,
8
Reports,
3,28
Columnar Books,
46
Discount on Taxes,
District Taxes—Procedure,
Dog Funds—Procedure,
Duties of Municipal Officials (Extracts
Statute)
Assessor,
Checks—who sign,
Collector,
Expenditures in excess of $500,
Officials going out of office,
Overexpenditures,
Treasurer,

7,19
77
48
from
2
2
3
2
4
3
4
3

10, 20
10, 20, 33
20
. . . 1 0 , 21
32
4

Fire Districts,
Franchise Tax,

48
17

General Procedure—Plan No. 1,
General Procedure—Plan No. 2,
Gross Receipts Tax,

5
38
17

Improvement Note F a r m and Comment,
Installation Plans 1 and 2,
Interest on Taxes,

34
2
7

Journal,
7
Journal Entries,
8, 14
Appropriation Reserves,
23
Appropriation Transfers,
21
Assets and Liabilities (Rules of Debit and
Credit),
8
Balance Sheets,
14
Budget,
15
Emergency Appropriations,
20
Emergency Revenues,
21
General Rules of Debit and Credit,
8
Miscellaneous Revenues Anticipated—Control
Account,
11, 24
Miscellaneous Revenues Anticipated—Sub-ac
counts,
12, 23
Miscellaneous Revenues Not Anticipated,
12, 24
Surplus Revenue,
13
Taxes Added,
18
Taxes Receivable,
17
Taxes Remitted,
18
T a x Sales
19
T a x Title Transfers,
20
Unexpended Balances Accounts,
23
Unexpended Balances Appropriations,
23
Journal—General Form,
7
Journal Ruled General Ledger,
37
Ledger Accounts,
Ledger Classification,
Ledger General,
Liability Accounts,
Local Purpose Tax,
Loose Leaf Forms,
Miscellaneous Revenues Anticipated,
Control Accounts,
Sub-accounts,
Miscellaneous Revenues Not Anticipated,
Note or Indebtedness Register,
Note Forms—
Emergency,
Improvement,
Tax,

(i)

24
27
8
8
17
5
11, 23
11, 24
12, 23
12, 16, 24
37
33
34
33

Opening Entries—Plan No. 1,
Opening Entries—Plan No. 2,
Overexpenditures,
Plan No. 1,
Plan No. 1—Books Required,
Plan No. 2,
Books Required,
Expansion,
Installation,
Statement Book,
Poll Tax,
Procedure—General,
Collector,
Collector-Treasurer,
Disbursements,
Postings,
Treasurer,

14
41
4,1 4
1,5
5
1, 38
38
47
44
38
12, 17, 18
8, 28
8, 29
6
6
30
30

Remitted Tax,
Reserve Appropriations,
Results Plan 2,
Rules of Debit and Credit,

18
11, 23
45
8

Special Forms (Comment),
Collector's Monthly Report,
Emergency Notes,
Improvement Notes,
Note Register,
Statement Book—Plan 2,
T a x Ant. Rev. Title Notes,
T a x Arrears Register,
T a x Title Lien Record,
Special Forms (Illustrations) —
Appropriation Ledger,
Cash Disbursements Register,
Collector's Cash Book,
Collector's Monthly Report,
Collector's Report to Treasurer,
Collector-Treasurer Cash Receipts Book,
Emergency Note,
General Journal,

33
28,45
33
34
37
38
33
34
35
2D
2E
1A
2C
1-2 C
1C
1 J
1E

Special Forms (Illustrations)—Continued
General Ledger,
1F
Journal Ruled General Ledger,
1G
Note or Indebtedness Register,
1P
Statement Book,
2 A
Statement of Property T a x and T a x Dupli
cate,
2 B
T a x Anticipation Note (Revenue-Title),
1I
T a x Arrears Register,
1L
T a x Sale List,
1N
T a x Sales Unredeemed,
1O
T a x Title Lien Record,
1M
Temporary Improvement Note,
1K
Treasurer's Cash Disbursements Book,
1D
Treasurer's Cash Receipts Book,
1B
Treasurer's Monthly Statement,
1H
Special Reports,
28
Surplus Revenue,
13, 23, 24
T a x Anticipation Notes,
Tax Arrears Register,
T a x Revenue Notes,
T a x Sales,
T a x Sale List,
T a x Sale Unredeemed,
T a x Title Notes,
T a x Title Lien Record,
Taxes Receivable,
Township Road Improvement with State Aid,
Transfers to T a x Title Liens,
TreasurerCash Book,
Disbursement Record,
Duties,
Monthly Statement,
Procedure,
Trial Balances,
T r u s t Accounts,

33
34
33
19,36
36
36
33
35
16
49,51
20

Unexpended Balances Account,
Uniform System of Accounting,

12, 23
1

Vouchers and Checks,

3, 32

(ii)

6
6, 30
3
31
8, 30
31
48

Outline of

Uniform System of Accounts for Municipalities
AND

Handbook for Municipal Officials

Under the provisions of Section 3 ( c ) of Chapter 154, Laws of 1917, " T h e Commis
sioner of Municipal Accounts shall have the power to establish a uniform system of account
ing for the municipalities * * * within the State * * *." In accordance with the
above section I am presenting herewith an outline of the manner in which the financial trans
actions of municipalities should be handled in order to follow out the requirements of the
statutes. While the power to establish such a system has been vested in the Department from
the beginning it has not been deemed advisable to issue such a handbook earlier, due to the
fact that considerable research work was necessary before a practical system could be pre
pared. It was, therefore, considered advisable to wait until such time as a system could be
placed before the municipal officials which would be complete and yet not too technical for
the average layman.
However, while this handbook is intended primarily for the smaller municipalities, the
principles set forth are applicable to the largest as well as the smallest municipalities and
can be applied equally well by all. Our constant effort has been to keep in mind the need of
the municipal official who has had no experience in accounting or even in bookkeeping and
the development of a system which will be of real assistance to such an individual. It is a
well-known fact that different ideas prevail among municipal officials as to the ideal system.
W h a t one person considers a necessity is regarded by others as non-essential and often non
sensical.
Considering the various individual viewpoints to be met it is hoped that the handbook
will meet the approval of municipal officers in general. T w o plans will be presented, either
of which may be used with equal facility by a municipality depending entirely upon the pref
erence of the persons responsible for the keeping of the accounts.

Outline of Plans Presented.
Plan 1. This plan is based on the use of cashbooks, journal and ledger and is the sim
pler plan for the person familiar with double entry bookkeeping and the use of a journal.
However, the fact that the person responsible for keeping the accounts is unfamiliar with
double entry bookkeeping should not deter him from placing this system in operation as the
plan is explained in complete detail and it should not prove difficult for the average official
to follow the procedure outlined in the following pages even though without any previous
accounting or bookkeeping experience.
Plan 2. This plan is based on the use of cash books for the recording of receipts and
disbursements; a statement book which will eliminate the use of the journal and ledger;
1

and a form of report for the collector which will serve as a posting medium in certain cases.
The final record will be the statement book which will contain fourteen statements, one for
each month of the year, an opening statement and a statement which will serve as a closing
statement and which will automatically become the December thirty-first balance sheet.
This latter plan may appear to be complicated and meaningless at first glance but it is
merely another w a y of arriving at the results shown in the first plan in a different manner
and if instructions are correctly followed the results cannot fail to be correct. It might be
stated that Plan N o . 1 is the conventional double-entry bookkeeping plan while Plan N o . 2
may be termed a "Statement Plan."
After considering both plans, the various officials are requested to take up with the
Department any details on which they wish further information either by correspondence
with the office or by personal visit. The Field Staff of the Department is at the disposal of
the officials insofar as it is possible to give individual instruction with the limited force
available for this work. On the other hand, some one will always be in the office w h o will
be glad to give interested officials information or instruction in order to get either system
working properly.
DUTIES OF MUNICIPAL, OFFICIALS

Before proceeding with any detailed outline of a required system of accounts, extracts
are given from the laws relating to the duties of the various officials of a municipality which
should be generally understood by all municipal officials and governing bodies.

Tax Duplicates—Assessor's Duties.
" * * * Such county board of taxation shall enter all changes or additions on the
various tax lists and duplicates, and shall, upon ascertaining the total amount of tax to be
raised fix and adjust the amount of State School, State and County tax to be levied in
each taxing district in the county in proportion to the respective values thereof, and the
amount to be levied in each taxing district for local purposes as certified to said board, and
shall cause each assessor to enter in appropriate columns upon the said tax lists and dupli
cates for his respective taxing district the net corrected value assessed to each person for
both real and personal property, and to enter the addition of the items of each column at the
foot thereof., on every page; the rates per dollar, which shall be such as according to the
valuation on the duplicate will be sufficient to produce the sum required, and to extend on
the duplicates the amount of tax computed on each assessment at said rate." (Sec. 507,
P. L. 1918, p. 866).

Collector's Duties.
" A s soon as the tax duplicate is delivered to the collector of the taxing district, as here
inbefore provided, he shall at once begin the work of preparing, completing, mailing or other
wise delivering tax bills to the individuals assessed, and shall complete such work on or be
fore the fifteenth day of M a y * * * ." (Sec. 601, P. L. 1918, p. 872.)
" T h e collector shall enter the date and amount of each payment on his duplicate in the
proper column opposite the items of tax on account of which the payment is made, and shall
also enter the same in a proper cash book credited to the taxpayer, and shall also enter there
in a designation of the property on which said tax was paid, the total amount of the tax and
the discount allowed or the interest and petialty charged. * * * " (Sec. 604, P . L. 1918, p.
873.)
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"It shall be the duty of the collector, or other officer having custody of collected taxes,
on the first day of each month, or oftener if required by the governing body of the munici
pality, to report his collections to the governing body of the municipality, and to pay the
amount collected to the treasurer or other official of the municipality authorized to receive
same. In case the collector shall also be the treasurer of the municipality, he shall imme
diately upon collection deposit all moneys collected in the name of the municipality to his
account as treasurer in the place or places designated by the governing body of the munici
pality * * * ." (Sec. 605, P . L. 1921, p. 97.)

Treasurer's Duties.
" * * * T h e Comptroller, or, in municipalities where there is no such official, the
treasurer, or other officer charged with the custody of the general funds of the municipality,
shall maintain general books of account subject to the direction, as to detail of the Commis
sioner of Municipal Accounts, as provided in " A n act creating a Department of Municipal
Accounts and the office of Commissioner of Municipal Accounts, and defining his duties and
powers," approved March twenty-seventh, one thousand nine hundred seventeen, its supple
ments and amendments. The governing body of the municipality is hereby required to pro
vide the means, financial and otherwise, to carry out this purpose." (Chap. 309, P . L . 1920,
P. 559.)

Who Signs Checks.
"In all cases where the governing body has not designated the officer or officers to issue,
countersign and audit, and the manner of issuing all warrants for the disbursement of money,
the same shall be drawn on the treasurer or general custodian of the funds of the municipal
ity, and signed by the mayor or other chief executive officer of the municipality, and by the
clerk or comptroller or auditor thereof. T h e warrants so drawn on the treasurer or other
custodian and so signed shall be valid as payment-vouchers to be issued to the payee when
countersigned by the said treasurer or general custodian so that it shall not be necessary for
the said treasurer or general custodian to issue a check-voucher separate and distinct from
said warrant, and this provision shall be construed to be mandatory * * * ." (Chap.
309, P. L. 1920, p. 559.)

All Moneys to be Deposited with Treasurer.
" A l l moneys received from any source by or on behalf of any municipality, or by any
board or department thereof, except school moneys, shall be paid to the treasurer or other
officer charged with the custody of the general funds of the municipality, w h o shall deposit
all such receipts within forty-eight hours after the receipt thereof to the credit of the mu
nicipality in any bank or trust company of the State, or any national bank doing business in
the State." (Chap. 309, P. L . 1920, p. 559.)

Duties of Officials Going Out of Office.
"Whenever any official ceases to hold office in any municipality he shall forthwith de
liver on the day of the expiration of his term of office to the municipal clerk, or other person
who may be designated by the governing body of said municipality to receive same, all
moneys, papers, books, memoranda, accounts or any data of any nature whatever pertaining
to his office. O n failure or refusal to carry out the provisions of this section within five
days after the expiration of said term he shall, on notice in writing of such delinquency from
the mayor, be subject to a penalty of fifty dollars for each day of refusal or neglect to com-
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ply therewith. Said penalty shall be collected by the mayor of the municipality or the gov
erning body thereof in an action of debt." (Sec. 9, Chapter 309, P . L . 1920, p. 560.)

Penalty for Overexpending Appropriations.
" A n y person or persons, board or body charged with or having the control of any State
office, department or institution, any board of chosen freeholders, or any township commit
tee, or any board of aldermen, or common councilmen, or any board of education, or any
board of commissioners of any county, township, city, town or borough in this State, or
any committee of any such board, committee or commission, which, or any member there
of who shall disburse, order or vote for the disbursement of public moneys, in excess of the
appropriation respectively to any such board or committee; or which board or committee, or
any member thereof, who shall incur obligations in excess of the appropriation and limit of
expenditure provided by law for the purposes respectively of any such board or committee,
thus disbursing, ordering or voting for the disbursement and expenditure of public moneys,
or thus incurring obligations in excess of the amount appropriated, and limit of expenditure
as now or hereafter appropriated, and limited by law, shall be jointly or severally guilty of a
misdemeanor; provided, nothing herein shall prevent any board of education from keeping
open the public schools." (Chapter 219, P . L . 1914.)

Expenditures in Excess of $500.
" N o municipality shall enter into any contract for the doing of any work or for the
furnishing of any materials, supplies or labor, the hiring of teams or vehicles, where the sum
to be expended exceeds the sum of five hundred dollars, unless the governing body shall first
publicly advertise for bids therefor, and shall award the said contract for the doing of said
work or the furnishing of such materials, supplies or labor to the lowest responsible bidder;
provided, this section shall not prevent any municipality having any work done by its own
employees; and provided, further, that nothing herein contained shall apply to repairs when
the safety or protection of public property or the public convenience require, and provided
also when the exigency of the public service will not admit of such advertisement, said work
or the furnishing of materials, supplies or labor, the hiring of teams or vehicles may be done
forthwith; provided, the board shall, by resolution, passed by the affirmative vote of fourfifths of the members of said board or body having charge thereof, declare said exigency or
emergency to exist and setting forth the nature thereof and stating the approximate amount
to be so expended, then in such case the necessity for advertising and receiving proposals
provided for in this section shall not apply." (Sec. 1, Chapter 319, P . L. 1920, p. 572.)

Audits.
Advertising or soliciting bids for audits under Chapter 268, P. L . 1918, is not required
by statute.
T h e Supreme Court has held ( A t l . R., p. 820) that "the doing of any work or the fur
nishing of any materials," etc., does not refer to the services rendered by an auditor for the
municipality and that "Such services are comparable in character with the special services
of counsel, the employment of a physician or like expert services in the discharge of munici
pal administrative requirements."
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Current Division
PLAN NO. 1
No particular comment except as to the books required and the proper entries to be made
is needed in operating a set of books under this plan. First of all the necessary books must be
procured. These will ordinarily be: Cash Receipts Register, Cash Disbursements Register,
General Journal, General Ledger.
Added to the above, where the collector and treasurer are separate individuals, will be a
columnar cash book for the collector's receipts which should be so arranged as to record pay
ments to the treasurer. With proper forms for reporting collections to the treasurer this will
be all that is needed by the collector.
Any first-class stationer can supply the required books but better results can often be
obtained by having some of the books made to order. This means additional expense, but the
records are more satisfactory.
One reason for this is that stock records usually do not provide sufficient space in the
money columns to record figures without cramping or condensing them. The first cost of a
"made to order" book is greater but in the end time and money will be saved because the rec
ords will be more legible and intelligent and because they can be more easily kept.
The Department is ready and willing to prepare and draft such forms as may be neces
sary for any municipality which desires to have books specially printed and will endeavor, if
the demand warrants it, to have on hand a supply of collector's cash receipts books as well as
treasurer's cash receipts and disbursements books which will meet the requirements of the
average municipality or, failing this, will make arrangements to secure such books at a rea
sonable cost.
The above objection to stock forms does not apply to the general journal and general
ledger forms as there is no reason why these should be other than stock forms except for per
sonal preference or to obtain better quality.
Loose Leaf Forms.
There is no objection to the use of a loose leaf general ledger but all cash records
should be bound books and nothing else is recommended in this connection. Keeping cash
records in bound form eliminates any possibility of losing or mislaying sheets which some
times happens with the best loose leaf systems and while the loose leaf system has advantages
there is one unanswerable argument in favor of bound records—permanency.
The question may be asked why, then, use a loose leaf ledger? The answer is that if all
cash records are permanently bound it will always be possible to construct or reconstruct
ledger records from the cash books and various supporting records.
1. COLLECTOR'S CASH BOOK.

It will be necessary to procure a columnar book with sufficient columns to the right to
take care of taxes for the current year and at least two prior years—more if it is deemed
necessary. It should also have two columns to the left to record deposits and payments to
the treasurer. This will enable the collector to post his deposits directly in the cash book and
also record his payments to the treasurer. It is recommended that the book be large enough
to allow ample columns for proper distribution of receipts and not necessitate crowding of the
posting which always results in confusion and loss of time in analyzing collections. It is also
recommended that the last column to the right be termed a sundry column with the column
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immediately preceding it to be used for marking the detail of the sundry receipts.
gested form for this book is shown under Form 1A.

A sug

2. TREASURER'S C A S H RECEIPTS BOOK.

Where the collector and treasurer are two separate persons the treasurer's cash receipts
book may be one section of a columnar cash book which the treasurer uses to record his dis
bursements. It should be kept in mind that the treasurer's receipts in this case will be princi
pally from the collector and the detail will not be great except for such miscellaneous items as
may be received from time to time by the municipality. See Form 1B.
3. COLLECTOR-TREASURER'S C A S H RECEIPTS BOOK.

( a ) This book will really be a consolidation of the t w o books referred to above and should
necessarily be a separate book from the treasurer's disbursement book. N o detailed descrip
tion of the books is needed as it is felt that the suggested form is self-explanatory when con
sidered in connection with the procedure and text which follows: See Form 1 C .
(b) In all boroughs the statutes require that the collector shall also be the treasurer.
This condition also prevails in some of the townships throughout the State, and I can see no
reason for recommending that the collector where he is also the treasurer keep separate rec
ords for his activities as collector and treasurer. The intent of the statute is that all moneys
received from any source shall be received by the collector-treasurer as collector and shall be
deposited in the name of the municipality to his account as treasurer. Therefore, there is no
valid reason for the collector-treasurer carrying an account as collector and in turn making
payment to himself as treasurer as is done in a few instances. Briefly summarizing, all
moneys are received by the collector-treasurer as collector and deposited in the manner pre
scribed by statute (Sec. 605 P . L. 1921, p. 9 7 ) and all disbursements are made by the collec

tor-treasurer as treasurer.
4. TREASURER'S DISBURSEMENT RECORDS.

a. T h e form presented for recording the treasurer's disbursements is a simple colum
nar cash book with ample columns to take care of all items of budget appropriations and
enough additional columns for other items of payment which do not affect the budget such
as Notes Payable, State and County Taxes, etc. See Form 1D. This in a stock book is
really a part of form 1B and the same form of book may be used where the Treasurer and Col
lector are not one and the same person. Where these duties are vested in the same individuals
separate books should be kept.
b. Procedure.—In the proper column at the top of the page should be inserted the
Date-Name-Detail-Amount followed by each budget appropriation with the amount inserted
beneath. If desired special columns may be opened for Notes Payable, State and County
T a x e s and a Sundry Column. The column immediately to the left of the Sundry Column
should not be used for figures but only contain the detail of the postings to the Sundry
Column.
c. Particular attention should be given to securing a book with sufficient columns to take
care of all required items without crowding as the consolidation of items of appropriation,
although possible, is not recommended.
d. This book will be opened at the beginning of the year leaving the detail of the columnar
distribution of expense blank until after the adoption of the budget when the detail of the
budget will be posted at the same time it is posted to the general ledger.
e. Posting. It is recommended that the Treasurer post the date of the check, number,
name of payee, and sufficient detail to identify the payment such as the invoice date, or date
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of service, etc., in order that a complete record may appear on the books in this connection.
The amount is then placed in the Amount Column and distributed to the proper column or
columns. A t the end of the month the total of the several columns, when added, will agree
with the amount column and thus prove the accuracy of the totals both of the distribution
columns and the control column.
f. The total of each column of budget appropriation is posted to the debit of the proper
account in the general ledger while such items as notes payable, etc., are posted individually
to the debit of the proper accounts in the general ledger.
5. INTEREST AND DISCOUNT ON T A X E S .

a. Discount. Reference to the various forms submitted herewith will disclose the fact
that no consideration has been given to "Discount" on taxes. In those municipalities where
discounts are allowed for prepayment of taxes an added column must be provided in the cash
book ahead of the tax column and following the cash column for the recording of these dis
counts.
b. Posting Order. In posting tax receipts to the cash book the order of posting would
be: 1st, net cash receipt. 2d, discount. 3d, principal of tax. The posting to the tax dupli
cate will be from the 3d posting or total tax column and in proving the cash receipts with the
various distribution columns it is necessary to deduct the discount allowed.
c. Interest. Interest on taxes needs no particular comment as the procedure in posting
is essentially the same as in posting discounts except that discounts are a loss of revenue and
interest is a gain.
d. Posting Cash Receipts. It is recommended that no posting of receipts shall ever be
made direct to the tax duplicate but always from the principal of the tax column in the cash
book to the duplicate—furthermore, the statutes prescribe this procedure. This will eliminate
the confusion which sometimes now exists by having memorandum entries of interest or dis
count appear in the tax duplicate. It is an unanswerable argument that it is impossible to use
the tax duplicate as an original posting medium to record cash collections and expect to
secure a ready proof of the cash received for any particular collecting period. While it may be
done the procedure is unbusinesslike to say the least and is sure to cause trouble sooner or

later. In other words, the cash book should always receive the original entry and the posting
be made from the cash book to the tax duplicate. It should also be kept in mind that the
posting to the tax duplicate should always be for the principal of the tax and not for the
amount of cash received which in the case of a discount will be less than the principal and in
the case of interest collected in excess of the principal of the tax.

e. Posting Cash Book Entries to Ledger. When the collector and treasurer are separate
individuals the cash turned over to the treasurer will represent the net tax collections during
the period as the discount allowed is taken care of in a separate portion of the collector's
report. However, when the collector-treasurer is one and the same person the current tax
column represents the gross collections and the ledger posting should be made for the total of
the tax column less the discount column if the discount total is posted direct to the tax account.
The reason is that the total of the discount column having been posted direct to the credit of
taxes receivable and charged to Unexpended Balances there would be a double credit if the
above is not taken into consideration. Regardless of the procedure followed the total tax can
celled either by a cash payment alone or by a combination of a cash payment and discount is
the only amount which can be posted to the credit of taxes receivable.
6. GENERAL JOURNAL.

a. This is the ordinary form of General Journal and needs no comment.

See F o r m 1E.

7. GENERAL LEDGER.

a. T h e standard form of General Ledger is used but later under the general head of this
plan will be found an outline of a journal ruled ledger which has certain advantages in the
recording of appropriation accounts. See F o r m 1F for standard general ledger form and
F o r m 1G for the Journal Ruled Ledger Form. Note. T h e procedure which follows is based
on the use of F o r m 1F. F o r procedure in connection with Form 1G see paragraph 45.
8. PROCEDURE:

COLLECTOR AND IN GENERAL.

a. N o procedure is detailed here for use of the collector where he is collector only as the
form clearly indicates the procedure. T h e rest is about 99+% accuracy in properly recording
collections, definitely proving the amount of collections and reconciling such amounts with the
amounts deposited in the bank.
T o o great emphasis cannot be placed on the necessity and
desirability of having the collections in balance with the tax duplicate. If such is not the case
there will be trouble even though proper precautions are taken to insure accuracy in cash book
postings.
b. It may be said that the tax duplicate is the collector's general ledger and unless this is
in balance with his collections his books are out of balance even though his cash may be in per
fect balance. T o o great care cannot be exercised in posting payments to the duplicate. It has
been found helpful to use a rubber dating stamp to stamp the date of payments in the duplicate
and at the end of each calendar year discard the ink pad and secure a new pad of a different
color. This will enable any one to readily pick out the collections of any particular period in
any duplicate.
9. TREASURER'S PROCEDURE.

It is necessary that the books of a municipality be in balance before any system can be
inaugurated. It is, therefore, assumed that any municipality opening a new set of books has
had an audit and has the proper data with which to proceed. It is recommended that a new
set of books should not be opened except at the beginning of a fiscal period unless the person
responsible for keeping them wishes to open them as of the beginning of a period and write
them up to the actual date of opening. Opening new books in the middle of a year savors too
much of "swapping horses in midstream" and assuming that some books are kept, the opening
of new books can ordinarily be deferred until January first of any year without detriment. It
has been our experience, however, that some places keep no books worthy of the name of per
manent records. In such cases the preceding remarks do not apply and the recommendation
is to get proper books and get them under w a y just as quickly as possible.

10. ASSET AND LIABILITY ACCOUNTS AND JOURNAL ENTRIES.

a. Before proceeding with concrete illustrations of the various journal entries which will
commonly be encountered in the small municipality a list of the usual asset and liability ac
counts which will be found in the current division will be given with the rules of debit and
credit applying to each account, together with the rules applying to the treatment of miscellan
eous revenues, etc.
b. Note. T h e current duplicate, current appropriations and revenue accounts are not
considered in detail at this point as these all require special treatment and will be found under
appropriate headings in subsequent paragraphs.
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c. Asset or Debit Accounts.
Cash
Taxes Receivable (Prior Years)
Tax Title Liens
Franchise Tax Receivable
Gross Receipts Receivable
Overexpenditure of Appropriations
Deficit Miscellaneous Revenues
Deficit Unexpended Balances Account
Emergency, Revenues

Liability or Credit Accounts.
Tax Revenue Notes
Emergency Notes
Tax Overpayments
Appropriation Reserves
Surplus Revenue

d. Cash.
Debit by all cash receipts.
Credit by all cash payments.
e. Taxes Receivable.
Debit with all taxes outstanding.
Credit by all collections, sales, cancellations, remissions or transfers to tax ti
tle liens.
Note. Where discounts on taxes are allowed the posting from the cash book
to the duplicate will be for the principal of the tax without considera
tion of the discount allowed while the posting to the ledger will be
for the principal of the tax less the discount if the procedure outlined herewith is
followed, i. e., the net collection and discount being posted separately. However,
the discount will be posted from the cash book to the debit of the Unexpended Bal
ances Account if no appropriation is made for discounts. If an appropriation has
been made to cover discounts the discounts allowed will be posted to the debit of
the appropriation account.
f. Tax Title Liens.
Debit with the total of all certificates of sale (principal of tax, plus interest and
costs included in sale) and all subsequent transfers.
Credit with all redemptions. Note. The only other credit will be the can
cellation of liens which upon proper legal advice are found worthless; or if
after foreclosure proceedings have been instituted and completed and the prop
erty is sold in fee simple to a purchaser the sum realized is not sufficient to
meet the face of the lien there will be a credit to the lien account of Surplus
Revenue with a debit to Surplus Revenue of a like amount. The sum realized
from the sale of the fee will be credited to the lien account and the difference
will be a surplus revenue charge if no appropriation is available to which the
loss can be charged.
g. Franchise Taxes Receivable.
Debit with all franchise taxes outstanding.
Credit with all collections. Note. (Applies to prior years. See Miscellaneous
Revenues Anticipated for current procedure.)
h. Gross Receipts Taxes Receivable.
Debit with all gross receipts taxes outstanding.
Credit with all collections. (See note under g above.)
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i. Overexpenditure Appropriations.
Debit with all funds expended without proper appropriation or in excess of the
amount appropriated.
Credit only when specific budget appropriation is made to cover the overex
penditure.
j . Deficit Miscellaneous Revenues Anticipated.
Debit when the total amount of revenues realized is less than the gross anticipations
under the budget.
Credit only when specific budget appropriation is made to cover the deficit.
k. Deficit Unexpended Balances Account.
Debit when the charges to the unexpended balances account for t a x remissions,
etc., exceed the savings on appropriations plus any excess t a x revenues. ( E x 
cess t a x revenues of current year only.)
Credit only when specific budget appropriation is made to cover the deficit.
1. Emergency Revenues.
Debit Emergency Revenue Account for all emergency appropriations created by
resolution.
Credit by specific budget appropriation to cancel the deferred asset created:
only at the time the outstanding emergency notes are cancelled.
Note. While the budget may carry an appropriation which immediately upon
adoption would cancel the asset account this appropriation should be opened sepa
rately and receive no debit until the outstanding indebtedness is retired by the fol
lowing entry:
Emergency Notes
Dr.
Cash
Cr.
after which a journal entry as follows should g o on the books:
Emergency Notes (Appropriation)
Dr.
Emergency Revenues
Cr.
It should be borne in mind that the cash entry should be synonymous with the
journal entry in the cancellation of the asset account; likewise the entry to create
an emergency appropriation will immediately precede the cash debit and emergency
note credit occurring at the inception of any emergency.
m. Emergency Appropriations.
Debit by all charges against the appropriations in the same manner as other
appropriations are charged, setting forth the emergency appropriation sepa
rately from the regular items of appropriation in case the emergency supple
ments a regular item of appropriation in order that the emergency and the
charges applicable thereto be properly set forth.
Credit by all emergency appropriations created by resolution under ap
propriate title.
n. Emergency Notes.
Debit by all emergency notes retired.
Credit by all emergency notes issued.
Note. T h e debit and credit under this item should always be in agreement with
the emergency appropriation entry above except that a debit to this account will
be reflected by a credit to the revenue account and vice versa.
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o. Tax Overpayments.
Debit by all payments refunded to taxpayer or debit when it is decided to cancel
the credits by crediting the balance to surplus revenue.
Credit by all overpayments of taxes.
p. Appropriation Reserves.
Debit by all payments applying against the reserve accounts, also by all cancella
tions of unused balances (which are credited to surplus revenue direct).
Credit by all amounts reserved to pay claims incurred in any fiscal period at
the close of same.
q. Surplus Revenue.
Debit by all appropriations.
Credit by all revenue excesses, all revenues not applying to current year,
etc. (For further detail see following text.)
In addition to the above there will be occasions when the following accounts may come up for
consideration.
r. Accounts Receivable.
Debit by all amounts due to the municipality and unpaid.
Credit by all receipts applicable to such accounts.
(Accounts receivable should be distinguished from other asset accounts as
applying to amounts due from individuals such as clerk, recorder, etc., as
while taxes delinquent are really accounts receivable they are classified under
a separate head. The above title applies to miscellaneous accounts and in
case it should apply to certain unrealized revenues not contemplated under
the various asset accounts it should be supported either by schedule or sepa
rate accounts in the balance sheet such as "Due from Collector, Recorder,
etc.")
s. Accounts Payable.
Debit by all payments applying to accounts payable.
Credit by all accounts due other persons. (This will apply to other than
appropriation reserve accounts and will not often be encountered in munici
pal accounting except in case of an overdeposit by an official or an error or
similar happening.)
t. Tax Anticipation Notes.
Debit by all notes paid or renewed or funded into tax revenue notes.
Credit by all tax anticipation notes issued.
u. Tax Revenue Notes.
Debit by all notes issued or renewed.
Credit by all tax revenue notes issued.
v. Miscellaneous Revenues Anticipated.
Debit in the general ledger with all budget anticipations setting forth appropriate
headings and amounts.
Credit during the year with poll taxes when levy is determined and with fran
chise and gross receipt taxes when the amounts are certified. Credit at the
close of the year with all cash realizations under sub-accounts except franchise
and gross receipts taxes. Credit balance or excess of realizations over antici
pations is carried to surplus revenue in closing books. Debit balance or deficit
is carried to balance sheet as a deferred asset to be covered by appropriation in
a succeeding budget.
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w. Miscellaneous Revenues Anticipated ( Subaccounts.)
Open individual sub-accounts for all budget anticipations except poll taxes. These
accounts ordinarily; receive no debits except in the manner subsequently re
ferred to.
Credit sub-accounts with all cash received, closing sub-accounts to> miscel
laneous revenues control as at December 3 1 .
x. Franchise T a x (Sub-account).
This account is debited with the amount certified to the taxing district by the State
Board of T a x e s and Assessment.
Credit by all franchise taxes received. T h e open balance in this account will
represent the franchise taxes receivable and be carried to the balance sheet
as an asset. T h e realization under this account, it will be noted, has been
taken care of by the amount certified having been posted when the certificate
is received to the credit of miscellaneous revenues anticipated (control ac
count) while the franchise tax sub-account receives the debit.
y. Gross Receipts T a x e s (Sub-account).
This account is debited with the amount certified to the taxing district by the State
Board of T a x e s and Assessment.
Credit by all gross receipts taxes received. T h e open balance in this ac
count will represent the gross receipts taxes receivable and be carried to the
balance sheet as an asset. The procedure is identical with that outlined under
franchise tax (sub-account).
z. Poll Taxes.
N o sub-account is opened for poll taxes as the miscellaneous revenue control ac
count receives the credit on this item and taxes receivable receives the debit.
aa. Miscellaneous Revenues Not Anticipated.
This account receives no debits but is closed and balanced as at December 31 into
the surplus revenue account.
All unanticipated revenues are credited under appropriate heads in the mis
cellaneous revenues not anticipated account in the general ledger. In case
the municipality has omitted to anticipate franchise, gross receipts or poll
taxes in making up the budget the same treatment as previously referred to
will apply except that the credit will be given in the miscellaneous revenues
not anticipated account.
Particular attention is directed to the necessity of carrying such detail on the
various receipts as will make it possible to readily analyze the unanticipated
revenues from the ledger and present proper supporting schedules of such re
ceipts.
bb. Unexpended Balances Account.
It will be well to open this account at the beginning of the year as various debits
and credits will apply to this from time to time. This account is debited with all
taxes remitted, discounts, etc., and also with any loss in tax revenues on the cur
rent duplicate. In other words, if in journalizing the tax duplicate the amount of
local purpose tax realized is less than the local purpose tax anticipated in the budget,
unexpended balances account is debited for the loss.
This account receives the credit for all added taxes of the current year and at the
close of the year receives a credit for all unexpended balances of appropriations
after all bills have been charged or proper reserves set up for their payment. If
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the credits exceed the debits the credit balance is transferred to surplus revenue in
closing the accounts. If the debits are in excess of the credits this balance is
carried to the balance sheet as a deferred asset to be covered by appropriation in
a subsequent budget.
N.B.—It should be kept in mind that the unexpended balances account of each year
should be kept separate and distinct from any other year. That is, should there be
a debit balance of a preceding year in this account a new account should be opened
to receive the debits and credits of the current year.
cc. Surplus Revenue.
It might be in order before proceeding with the various entries required to operate a
set of accounts for a municipality to attempt to define "Surplus Revenue" and ex
plain in some measure how it is determined.
Surplus Revenue is the excess of assets over liabilities in the Current Division
of Accounts after all amounts for which the municipality is liable have been
taken into consideration. It corresponds to the Profit and Loss Account of a
commercial business but it need not be cash on hand nor is the amount of cash
on hand a proof that there is a surplus available for the reduction of taxation.
The surplus revenue balance is determined by taking the cash on hand, taxes
delinquent, etc., and totalling these and from this total deducting any notes
outstanding or any other items such as unpaid claims of a previous fiscal year
or an unpaid item of mandatory taxes.
The surplus revenue balance as determined by the books of account of a mu
nicipality should always be analyzed by the officials to determine what is free
surplus and what is "dead." For instance a municipality may be carrying
old taxes from year to year which are a part of the surplus revenue but which
are yielding no cash. To appropriate any portion of surplus made up of such
items for the reduction of current taxation will prove disastrous as the mu
nicipality will find itself without cash with which to operate and no legal way
to procure any.
Deferred assets such as overexpenditures and deficits in anticipated revenues
are also in the surplus revenue balance and except under unusual conditions it
is possible to appropriate from surplus for the purpose of liquidating such de
ferred assets.
Suppose for illustration a municipality has cash on hand at the close of the
year amounting to $10,000.00 and delinquent taxes of $10,000.00, it does not
follow that the municipality has $20,000.00 surplus revenue. If there were
tax notes outstanding amounting to $20,000.00 there would be no surplus
whatever.
On the other hand suppose there were notes outstanding amounting to $10,000.00, there would be a surplus revenue balance of $10,000.00. However, if
it was found upon examination that 90% of the taxes were worthless or uncollectable there would be free surplus available for appropriation of only
$1,000.00. These illustrations are rather extreme but are presented with the
idea of keeping in mind the fact that no surplus should be used for the reduc
tion of current taxation except that which is made up of cash or items which
it is known will be realized in cash and which are not required to pay any
outstanding indebtedness or other claims,
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It should also be kept in mind that surplus revenue applies to current accounts
only. That is the cash balances in improvement accounts or the surplus in
these accounts have no bearing on the surplus revenue of the current accounts.
The statutes provide the manner in which the surplus in trust or capital ac
counts may be made available for the reduction of current taxation and the
surplus in these accounts should never be confused with the current surplus.
dd. Overexpenditures.
Another matter which is perplexing to many officials is the creation of an asset
account by the overexpenditure of an appropriation or the expenditure of funds in
the absence of appropriation.
Suppose we use as an illustration a municipality which has cash on hand at Decem
ber 30 of $5,000 with no other assets and no liabilities. The municipality would
have a surplus of $5,000 represented by cash on hand or the accounts would appear
as follows:
Cash on hand
Surplus Revenue

$5,000
$5,000

On the last day of the year the governing body permitted an overexpenditure of
$4,000 which, of course, they had no legal right to do but nevertheless it was done.
The situation insofar as the accounts are concerned would be that the surplus is
undisturbed while the cash is reduced to $1,000 and a deferred asset of $4,000
created. In other words, the accounts would appear as follows :
Cash
Overexpenditure

$1,000
4,000

Surplus

$5,000

If it is kept in mind that overexpenditures represent cash wrongfully expended
which should be on hand for future use the reason for the creation of the deferred
asset will be understood. In other words, through an irregularity the cash asset or
a part of it disappears and its place is taken by the deferred asset.
Overexpenditure might be classed as spending something for which the municipal
ity has no authority. Due to the fact that the budget controls expenditures and
simply having cash on hand does not permit spending in the absence of a proper
and sufficient appropriation it is necessary to set up a deferred debit which must
be covered by an appropriation credit in a future budget in order to restore the ac
counts to a proper balance.
11. JOURNAL ENTRIES.

a. The first thing necessary is to get the information contained in the balance sheet into
the new ledger. This should be done by journal entry as follows :

Cash
Taxes 1921
Taxes 1920
Franchise Taxes
Gross Receipts
Overexpenditure Appropriations 1921
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Dr.
$1,200
1,250
255
145
100
225

Cr.

Deficit Miscellaneous Revenues Ant. 1921
25
Emergency Revenues 1921
1,000
T a x Revenue Notes
Emergency Note
Overpaid T a x e s
Surplus Revenue
T o open new ledger as of Jan. 1, 1922, per balance
sheet as at Dec. 3 1 , 1921.

$1,000
1,000
25
2,175

b. T h e above entry serves to place in the ledger the asset and liability items which appear
on the balance sheet.
c. N o further journal entries will ordinarily be necessary until the time comes to enter
the budget in the general ledger. A journal entry as follows will then be made:
Dr.
Cr.
Surplus Revenue Appropriated
$675
Misc. Revenues Anticipated (Control Acct.) :
Franchise T a x e s
600
Gross Receipts T a x e s
250
Poll T a x
175
Interest & Costs
200
Fees & Permits
100
Amount to be Raised by Taxation (Local
Purpose T a x )
$4,000
General Government:
Administrative & Executive
$150
Asst. & Coll. T a x e s
800
Dept. Finance
400
Int. on Current Loans
300
Streets & Highways
2,500
Health
250
Poor
200
Emergency Note . . .
1,000
Contingent
150
Overexpenditure Appropriations 1921
225
Deficit Miscellaneous Revenues 1921
25
T o enter budget as adopted on
for year 1922 in
general ledger.
T h e above entry serves to place the budget on the books but sub-accounts must be opened
for all items of revenue anticipated under the budget. These are discussed in the next para
graph at some length.
d. It will be noted that a control account isopened for miscellaneous revenues anticipated
and sub-accounts should be opened for each individual item anticipated under the budget. T h e
control account is debited under appropriate head in the general ledger with the amount of
each anticipation while the sub-accounts receive no debit or credit at the time the budget is
placed on the books. Reference to the rules of debits and credits appearing under paragraph
10 ( w ) will clarify the procedure outlined in this and succeeding paragraphs.
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12.

MISCELLANEOUS R E V E N U E S N O T

ANTICIPATED.

In case there are receipts from sources not contemplated in the budget anticipations it
will be necessary to open a ledger account under the above head to which should be credited
all items of unanticipated revenues.
13. T A X E S RECEIVABLE.

a. The next journal entry which will probably be in order is one placing the tax duplicate
upon the books and this is possibly the one which will give the most trouble as the journaliza
tion of the tax duplicate and the various requirments presents some complications. Therefore,
it might be well to analyze the principles underlying the entry. The tax duplicates when re
ceived from the assessor will yield a certain number of dollars in real and personal taxes and
a certain number of poll taxes; together with the second class railroad tax which is a property
tax pure and simple and differs from any other property tax only in the manner of assessment
and payment, the valuation being fixed by the State Board of Taxes and Assessment and the
levy being certified to the State Comptroller, who makes the distribution of the tax to the
several county treasurers; they in turn distribute to the taxing districts. The bank stock tax
is considered by the County Board in fixing the rate and while not a part of the tax duplicate in
any way is journalized under the head of taxes receivable in this plan for the sake of simplicity
in accounting. The above substantially covers the debit side of the opening entry for the
taxes receivable for the current year.
b. Taking up the credit side we find that there are certain mandatory taxes to be met and
we, therefore, open an account with "taxes payable" crediting thereunder State and County
taxes which are payable to the County Treasurer and Local School Taxes payable to the local
school custodian. It is recommended that in posting this entry to the Taxes Payable Account
in the general ledger the title of each item as well as the amount be posted as it will enable any
one to more easily identify the postings.
c. The item of poll tax is credited to the Miscellaneous Revenue Control Account as no
sub-account is opened under this head. In case no revenues are anticipated from poll taxes
through error in making up the budget the poll tax yield will be treated as a credit under mis
cellaneous revenues not anticipated in the same manner. This posting in effect closes the
poll tax account as the cash is taken care of through the taxes received and the delinquent
polls are reflected in the taxes receivable account. Any added poll taxes will be taken care
of as a debit to taxes receivable and a credit to the miscellaneous revenue control account and
all remissions or cancellations will not affect the revenue accounts as the debit will be posted
direct to the unexpended balances account and the taxes receivable account receives the credit.
d. Particular attention is directed to the item of "Amount to be Raised by Taxation
(Local Purpose T a x ) " as it is felt that this is an item which is not thoroughly understood. It
is required of the municipality that a certain amount of taxes be raised for State, County and
Local School purposes. The municipality also requires a certain amount for purely local pur
poses to support the current budget. The sum of all these requirements forms the tax levy.
However, under the statute the mandatory requirements of State, County and Local School
Taxes must be provided for and the balance of the levy, whatever it may be, is the amount
available for the use of the municipality for purely local purposes so that any excess or short
age in the levy has to be absorbed in the Local Purpose Tax. The usual result is a slight
overrun on this tax due to the fact that rates are usually figured on a basis which considers any
fractional part of a cent the next cent no matter how slight the fraction may be. Briefly
summing up, after the poll tax is credited as a miscellaneous revenue and the mandatory
taxes are provided for what is left is available for local purposes. This is the basis on which
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this journal entry should be built up. It will also be noted that this journal entry completes
the postings to the "Local Purpose T a x " account, which is closed to the Unexpended Bal
ances Account.
T a x e s Receivable (Classified as follows) :
Dr.
Cr.
Real and Personal
$26,000
Poll
200
Second Class Railroad
500
Bank Stock T a x
100
T a x e s Payable (Classified as follows) :
State Road
$1,250
State School
3,500
Soldiers' Bonus
250
Bridge and Tunnel
500
County
9,000
Local School
7,900
Poll Taxes (Misc. Rev. Ant. Control Account),
200
Amount to be Raised by Taxation (Local Pur
pose T a x )
4,200
T o enter the current tax duplicate on the ledger and
to open tax payable account for mandatory taxes, also to close
poll taxes into revenue account and permit the closing of the local
purpose tax account.

e. The "Local Purpose T a x " account can be immediately closed to the Unexpended Bal
ances Account by the following entry:

Dr.
Local Purpose T a x
Unexpended Balances Account
T o close local purpose tax account for the year.

Cr.

$200
$200

f. This account is closed and balanced by the above transaction and any further trans
actions affecting the yield of the duplicate are taken care of in the Unexpended Balances A c 
count. The procedure in this connection will be illustrated under "Added T a x e s " and "Remit
ted T a x e s . "
14. FRANCHISE AND GROSS RECEIPTS T A X E S .

a. The next items which present themselves for attention are the amounts of franchise
and gross receipts taxes certified to the local assessor and which certificates are turned over to
the collector.
b. The amounts certified are posted to the debit of the sub-account and credited to the
Miscellaneous Revenues Anticipated Control Account by the following entries:

Dr.

Cr.

Franchise T a x (Sub-account)
$725
Miscellaneous Revenues Anticipated (Control Acct.)
$725
T o record the amount of franchise tax certified to the assessor by the
State Board of T a x e s and Assessment,
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Gross Receipts Tax (Sub-account)
$225
Miscellaneous Revenues Anticipated (Control Acct.)
$225
To record the amount of gross receipts tax certified to the assessor by the
State Board of Taxes and Assessment.
c. It will be noted that the revenue control accounts receive the proper credits by the
above entries and the difference between the debits to the sub-accounts and the cash credits
represents the amounts uncollected. It will also be noted that the poll tax account is closed by
the entry under 13 d and the "local purpose tax" by entry 13 e. The "Taxes Payable Account"
will be debited when payments of mandatory taxes are made and should close out on December
15 of each year and balance to the penny.
15. ADDED TAXES.

a. Assuming that the collector adds certain taxes the entries will be as follows:
Dr.
Cr.
Taxes Receivable, 1921
$15.00
Surplus Revenue
$15.00
Taxes for the year 1921 added by collector.
Taxes Receivable, 1922
Unexpended Balances Account
Taxes for the year 1922 added by collector.
Taxes Receivable, 1922
Misc. Rev. Anticipated (Control Acct.)

20.00
20.00
10.00
10.00

To record poll taxes for 1922 added by collector.
b. It will be noted above that there are three different credits for the three items of added
taxes which are explained as follows:
(1) Delinquent taxes for the year 1921 which are part of the assets for the munic
ipality are already part of the Surplus Revenue. Therefore, any added item of tax for
other than the current year is a credit to Surplus Revenue.
(2) The credit balance of the current duplicate after deducting the requirement of
State, County and Local School Taxes is the amount available for the support of the
current budget or "The Local Purpose Tax," which it will be noted has been cleared to
the Unexpended Balances Account. Therefore, any additions to the current duplicate
are debited to Taxes Receivable and credited to Unexpended Balances.
(3) Any poll taxes for the current year added by the collector will increase the debit
of the current taxes receivable but instead of increasing the local purpose tax and being
credited to the Unexpended Balances Account will increase the credit to the item of
"Poll Taxes" in the miscellaneous revenue control account. All poll taxes being by
statute dedicated as miscellaneous revenues there can be no exception to this rule. The
only exception would be where there were no revenues anticipated under this caption in
which case the credit would be to Miscellaneous Revenues Not Anticipated.
16. REMITTED TAXES.

a. An account having been opened for Unexpended Balances all remissions or cancella
tions of taxes allowed by the governing body or ordered by the County Board on appeal, etc.,
for all years are debited to this account; the entry will be as follows:
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Dr.
Unexpended Balances Account
T a x e s Receivable 1920
T a x e s Receivable 1921
Taxes Receivable 1922

Cr.

$70.00
$15.00
5.00
50.00

T o record taxes remitted on
1922 as per
appearing on page
of minute book.

resolution

b. T h e only exception to the above will be when a "Reserve" is maintained or provided
by appropriation for remitted or cancelled taxes when the following entry would be in order.
Reserve for Remitted T a x e s
Dr.
T a x e s Receivable (year)
Cr.
c. These entries will be substantially the same in all cases, as the recital of the minute
book page will give quick reference to the detail of the remissions or cancellations and it should
be noted that the minutes should always set forth the detail of each item remitted and not state
that so many dollars worth of taxes were remitted on such and such a date. T h e judgments
by the County Board should be filed in such a manner as to provide quick reference as well as
a permanent record. The explanatory note under the entry may be elaborated on at the pleas
ure of the official keeping the books to denote the class of remission or any other detail if it is
so desired.
d. Discount on Taxes.
Discounts have not been considered in the sample accounts presented herewith. H o w 
ever, if discounts are allowed the total of the discount column in the cash book should be
posted to the debit of the Unexpended Balances Account in the general ledger except where
an appropriation is made for discount or loss of tax revenue in which case the posting would
be to the debit of the appropriation account in the same manner referred to in (b) above.
Ordinarily no journal entry is necessary in this connection but if it is desired to make one for
the sake of having the proceedings recorded in the journal the entry would be as follows:
*Unexpended Balances Account,
Taxes Receivable ( Y e a r ) ,

Dr.
Cr.

17. T A X SALES.

a. Where a t a x sale is held and all properties are sold to third parties nothing happens
which will affect the books except that certain taxes on real property will be paid together with
interest and costs. These are cash transactions and not difficult. However, where there are
no purchasers and the tax titles are struck off to the municipality the following journal entry
will be needed:

Dr.
T a x Title
Liens
T a x e s Receivable 1921
Surplus Revenue (Interest & Costs)

Cr.

$360.00

T o open account for tax titles acquired at tax sales on

$310.00
50.00
1922

and to credit the interest and costs on same as "other surplus revenue."
b. It will be noted that the asset or tax title account is set up with the face value of the
certificate or the principal of the tax plus the interest and costs to the day of sale while the
taxes receivable account is credited with the principal of the tax only and the amount of in*If a discount appropriation is maintained the debit would be to "Discount" instead of "Unexpended
Balances." (See P a r a g r a p h 5 for further comment.)
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terest and costs which is a part of the certificate is not credited to interest and costs as a mis
cellaneous revenue, either anticipated or not anticipated, but is credited to surplus revenue
direct.
c. The reason for this direct credit to surplus revenue is that this interest and costs is a
non-cash item and may not be realized in cash for a long time while the current revenue ac
counts are presumed to represent live items of the current year. Therefore, it is required that
all interest and cost items on tax title liens be taken into surplus revenue direct.
18.

TRANSFERS TO T A X T I T L E L I E N S .

a. Assuming that a sale has been held during 1922 for all prior years' real taxes out
standing, it then becomes the duty of the municipal officials to accrue to the tax title lien ac
count all items of assessment of the current year which have been covered by the prior sale.
This should be done ordinarily between December 1st and December 31st, but should the items
be numerous the work may be started prior to this time but it must be completed before De
cember 31st as it is necessary that these transfers be completed before closing the books for
the year. The following entry will be needed for this purpose:
Dr.
Cr.
T a x Title Liens
$340.00
Taxes Receivable 1922
$340.00
T o transfer 1922 taxes to tax title liens.
b. It will be noted that this entry deals with the principal of the tax only as no interest is
accrued currently in the case of any transfer of subsequent taxes.
c. Particular attention is called to the necessity of maintaining a proper tax title lien
record in order to record the detail of all liens of the municipality. It is needless to say that
unless such a record is properly kept it is senseless to attempt to keep the control accounts in
the general ledger in balance. Form 1M is recommended as providing a proper record and
should be opened from the original certificates of sale and be properly balanced with the con
trol in the general ledger. Attention is also directed to the necessity of providing a proper
stamp for the collector to make notations in the tax duplicates when sale is held or transfers
are made. A rubber stamp with the word "Sold" and the date either a part of the stamp or
space for it to be written or stamped in should be provided and another with the word "Trans
ferred" and a blank for the page should be provided for subsequent transfers.
d. Where the tax titles are few in number as they are in many of the smaller municipali
ties where taxes are collected closely the special form might be dispensed with and space in
the back of the general ledger utilized for the recording of liens by simply allowing a page or
part of a page for each certificate and entering the appropriate detail at the top of the page in
the same manner that an accounts receivable ledger with customers is kept. This is not recom
mended, however, except in cases where the number of liens is very small. (See Procedure
following Form 1G.)
19.

EMERGENCY APPROPRIATIONS.

a. Under the provisions of the Budget Act upon the happening of any emergency caused
by fire, flood, etc., or for the preservation of the public safety, etc., an emergency appropria
tion may be created by resolution and emergency notes issued thereunder. Particular atten
tion should be given to the fact that any emergency should be declared upon the happening of
the event and not at some later date. As a specific illustration, a storm destroys a bridge and
the replacement will cost $900. The expense of the replacement, if it is necessary to cover it
by emergency appropriation; should not be charged to the Streets and Highway Account and
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then when the appropriation becomes exhausted declare that an emergency exists, but immedi
ately upon the happening of the event a resolution should be passed declaring an emergency
and providing for the financing of the appropriation. The resolution should specify the nature
of the emergency, the date, the purpose, the amount, the bank on which the note is to be
drawn, date of maturity, etc. The following journal entry will also be needed to place the
facts on the revenue and appropriation accounts :
Dr.
Cr.
Emergency Revenues
$900
Streets & Highways (Emergency)
$900
To enter emergency revenue account on ledger and set up the emergency
appropriation account. As provided by resolution, page —, Minute Book.
b. It will be noted that in this instance this credit is made to a specific appropriation
already appearing in the budget, but a new appropriation account is set up. This is always
recommended regardless of whether or not the appropriation is of the same title as a regular
budget appropriation so that the emergency expenses will be readily available for inspection.
Further note should be made of the fact that the above journal entry deals only with the reve
nue and expense accounts. There will be a debit and a credit entry recorded when the actual
cash to finance the emergency is received when the cash book will reflect a cash debit or re
ceipt and a credit is made to Emergency Notes. In case an Emergency Note Account has
not already been opened it should be as it is quite essential that these notes be kept under a
separate head from borrowing in anticipation of taxes. The emergency note is retired by
means of an appropriation in the succeeding budget and thus cleared from record. It should
be noted that this is the only way in which emergency issues can be so cleared.
c. Emergency Notes (Appropriation).
Assuming that the outstanding 1921 emerg
ency note is now due and payment is directed, the cash book will show a payment on account
of emergency note of $1,000 which must be accompanied by the following journal entry:
Dr.
$1,000

Emergency Note (Approp.)
Emergency Revenues

Cr.
$1,000

To close emergency revenue (deferred asset) account for the year 1921.
An entry of this character should be made as and when the indebtedness for which the
appropriation is made is paid, otherwise through the appropriation credit to offset the debit
the outstanding indebtedness may be lost sight of.
20. APPROPRIATION TRANSFERS.

a. Under the statutes budget appropriations which are expected to become deficient may
be covered by transfer during the last two months of the fiscal year from appropriations which
will have a surplus excepting that no transfers may be made to or from the contingent ac
count. Such transfers must be made by resolution duly recorded on the minutes in detail stat
ing the appropriations from which the transfers are to be made and the amounts of such trans
fers and the appropriations which are to receive the benefit of the transfer and the amounts.
It should be noted that these transfers can only be made during the last two months of the
fiscal year and must not be made as of January first of the succeeding year to cover the year
just closed. When transfers are made the following journal entry would be in order and
should be taken from the minutes direct:
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Dr.
$50.00
100.00

Cr.

Poor
Interest on Current Loans
Health
$50.00
Administrative & Executive
25.00
Dept. Finance
50.00
Assessment & Coll'n T a x e s
25.00
T o record on the general ledger transfers of appropriations made as per
resolution of 1 2 / 1 / 1 9 2 2 .
b. Attention is directed to the fact that if transfers are made to or from the contingent
account or do not specify the amounts it will be the duty of the auditor to disregard them and
show the results as if no attempt at transfer had been made.
21. CLOSING ENTRIES.

a. W e now come to the point where it is necessary to formulate the proper entries for
closing the ledger accounts and prepare a balance sheet. These entries will follow with the
proper descriptive matter to permit closing the ledger accounts and preparation of the required
balance sheet as at the close of the year.
b. It is also necessary to prepare a statement of receipts and disbursements for the year
in order to show in detail what happened to the cash accounts during the period not only for
information of the governing body but also for the purpose of preparing the proper data for
making up the statement of financial condition required under Chapter 155, P . L . 1 9 1 7 . This
statement; of receipts and disbursements is illustrated below and is really a recapitulation of
the monthly reports of the treasurer for the year, or to put it in another form is the recapitu
lation of all cash transactions appearing in the general ledger.
Cash Receipts:
Balance Jan. 1
1921 T a x e s
1920 T a x e s
1922 T a x e s
1921 Franchise T a x
1921 Gross Receipts T a x . . . .
1922 Franchise T a x
1922 Gross Receipts T a x . . . .
Interest & Costs
Fees & Permits
Sales Road Material
Sale Old Lumber
Emergency Note
T a x Ant. Note
T a x Revenue Note

$1,200.00
415.00
50.00
24,000.00
145.00
100.00
400.00
200.00
150.00
130.00
200.00
20.00
900.00
3,000.00
3,000.00

Cash Disbursements :
State Road T a x
State School T a x
Soldiers' Bonus
Bridge & Tunnel
County T a x
Local School T a x
Asst. & Coll. Taxes
Dept. Finance
Int. Current Loans
Streets & Highways
Streets & H i g h w a y s (Emer.) . .
Health
Emergency Note
Poor
Adm. & E x e c
T a x Revenue Note
T a x Ant. Note
Refund Overpaid T a x
Cash Balance Dec. 31

$33,910.00

$1,250.00
3,500.00
250.00
500.00
9,000.00
7,900.00
825.00
450.00
180.00
2,450.00
900.00
290.00
1,000.00
130.00
175.00
1,000.00
3,000.00
20.00
1,090.00
$33,910.00
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22. UNEXPENDED BALANCES ACCOUNT.

a. T h e Unexpended Balances Account having been opened at the beginning of the year
and having received the tax debits and credits from time to time is now ready to receive the
items from whence it derives its name, namely, the unexpended balances of appropriations.
b. Before closing these accounts out it is first necessary to inspect them to ascertain if
there are any unpaid bills outstanding which when determined should be covered by a
journal entry as follows:
Dr.
Cr.
Streets and H i g h w a y s
$50.00
Reserve for Unpaid Claims
$50.00
T o set up reserves for unpaid claims incurred dur1922.
c. While these items are transferred to a reserve for unpaid bills, they do not in any
case lose their identity but are set up as credit balances under their appropriate heads as the
limitation of the appropriation extends to the reserve in the same manner as it does to the
original appropriations and the same penalty would be in order if a reserve were overexpended
as if the original appropriations were exceeded.
d. W e now come to the journalization of the unexpended balances of
and make the following entry:

Dr.
Interest on Current Loans
Health
Poor . . . . . . . , .
.....................
Contingent
Unexpended Balances Acct
T o close unexpended balances into unexpended bal
ances account.

appropriations

Cr.

$20.00
10.00
20.00
150.00
$200.00

e. W e can now proceed to close the unexpended balances account into the surplus rev
enue account by the following journal entry:

Dr.
Unexpended Balances Account
$200.00
Surplus Revenue Account . . . . . . . . . . . . . . . . . . . . . . . . . .
T o close unexpended balances into surplus revenue.

Cr.
$200.00

f. O n the other hand if the balance of the unexpended balances account is a debit bal
ance after all postings have been made to this account it cannot be closed out, but must re
main as an open item and be carried in the balance sheet as a deferred asset to be covered
by appropriation in a succeeding budget.
23. MISCELLANEOUS REVENUES ANTICIPATED.

a. It now becomes necessary to close the Miscellaneous Revenue Sub-accounts into the
Miscellaneous Revenue Anticipated control account after which this account is closed into
surplus revenue. T h e journal entry is as follows:

Dr.

Cr.

Fees & Permits
......................
$130.00
Int. & Costs
150.00
Misc. Rev. Anticipated (Control Acct.)
$280.00
T o close sub-accounts to Miscellaneous Revenue Anticipated Control
Account.
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b. Only those sub-accounts which have not been the subject of a debit which is offset
by a control account credit are closed in the above manner.
Franchise and gross receipts
taxes having received a debit and yielded a control credit to the Miscellaneous Revenues
Anticipated Account do not come in for closing to the control account, but the balance rep
resents an asset or tax receivable and is carried to the balance sheet as such.
c. A n inspection of the control account shows a net excess of credits over debits of
$115.00 and the following journal entry is made:

Dr.
Misc. Rev. Anticipated (Control Acct.)

Cr.

$115.00

Surplus Revenue . . . . . . .
..
T o close Misc. Rev. Anticipated to Surplus Revenue.

....

$115.00

24. MISCELLANEOUS REVENUES N O T ANTICIPATED.

F o r bookkeeping purposes all items posted to this account are simply closed by journal
entry into surplus revenue but for reporting purposes in making up financial statements or
audits it is necessary to itemize these receipts and classify them. T h e journal entry is as
follows:
Miscellaneous Revenues Not Anticipated
$220.00
Surplus Revenue . . . . . . . . .
. . . . . . .
T o close revenues not anticipated to surplus revenue.

$220.00

(a) Ledger Accounts.
T h e following ledger accounts reflect the results of the preceding journal entries and it
will be found possible to trace each journal entry to the respective account in the ledger.

Cash.
1/1

$1,200
29,710

Taxes Receivable 1920.
Bal.

$29,820
1,090

1/1

$255

$15
Bal.

$255
Bal.

$1,250
15

Bal.

$1,265

$5
310
400
15
535

R. & P .
$26,000
Poll
200
2d Cl. R. R.
500
B . Stock
100
Added
20
10

$1,265

$26,830
Bal.

$535

$700
Bal.

Bal.

$50
340
24,000
2,440

$26,830

$2,440

Franchise Tax 1921.

Tax Title Liens.
$360
340

$190

Taxes Receivable 1922.

Taxes Receivable 1921.

Bal.

$255

$1,090
Bal.

1/1

190

$30,910

$30,910

1/1

Bal.

$700

$700
24

$145

$145

Gross Receipts Tax 1921.
1/1

Deficit Misc. Revenues 1921.

$100

$100

1/1

$25 Approp.

Over expenditure 1921.
1/1

$225

Emergency Revenues.

Approp.

$225

1/1

$1,000
900

Bal.

$1,900
Bal.

Emergency Notes.
$1,000
900

Bal.

1/1

$1,900

$1,000
900

Bal.

$1,900

1/1

1/1

$1,000
3,000
$4,000

Bal.

$25

Approp.
Bal.

$675
2,250

$5

$3,000

$2,175
15
50
350
115
220
$2,925

Bal.

Unexpended Balances Account.
Added 22 T a x
Unex. Approp.

1/1

$2,925

$25

$420

$1,000
3,000

Surplus Revenue.

Bal.

$70
350

$900

$900

$25

S. Rev.

$1,900

$4,000

Taxes Overpaid.
$20
5

$1,000
900

Tax Anticipation and Revenue Notes.

Bal.

Bal.

$25

$2,250

Taxes Payable.
$200
20
200

Paid

$420

$1,250
3,500
250
500
9,000
7,900

$1,250
3,500
250
500
9,000
7,900

$22,400

$22,400

Miscellaneous Revenues Anticipated
(Control Account).

Local Purpose Tax.
$4,000
200

$4,200

$4,200

$4,200

Franchise
Gross Rec.
Poll
Int. & C.
Fees & Per.
S. Rev.

$600
250
175
200
100
115
$1,440
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Poll
Poll added
Franchise
Gross Rec.
Sub. Acct.

$200
10
725
225
280

$1,440

Franchise Tax.

Fees and Permits.
$130

$130

$725

$400
325

Bal.
$130

$130

$725
Bal.

Gross Receipts Tax.
$225

$725

$325

Interest and Costs.
$200

$150

$150

$150

$150

25
$225
Bal.

$225

$25

Misc. Revenues Not Anticipated.

$220

Sales Rd.
Matl.
Sales Old
Lumber

$220

Assessment and Collection Taxes.
$800
25

$825

$825

20
$220

Administrative and Executive.

Emergency Notes (Approp.).

$175

150

$175

$175

$1,000

Department of Finance.

Budget

$1,000

Health.

$450

$400

$290
10

$250
50

$450

$450

$300

$300

Interest on Current Loans.

Poor.

$100
180
20

$300

$50
130
20

$200

$300

$300

$200

$200

Streets and Highways.
Reserve

$825
$200

Streets and Highways Emergency.

$2,450
50

$2,500

$2,500

$2,500
Reserve

$900 I

$50
26

$900

( b ) Balance Sheet
A n inspection of the general ledger shows certain accounts with open balances after
making the required closing entries and these should be the accounts which appear on the
closing balance sheet. Abstracting the open items and setting them up as debits and credits
results in the following statement of assets and liabilities as at the close of the year and
proves the correctness of the w o r k :
Assets
Cash
T a x e s Receivable 1920
Taxes Receivable 1921
Taxes Receivable 1922
T a x Title Liens
Franchise T a x
Gross Receipts T a x
Emergency Revenue

...

Dec. 31st
$1,090.00
190.00
535.00
2,440.00
700.00
325.00
25.00
900.00
$6,205.00

Liabilities
Overpaid T a x
T a x Revenue Notes
Emergency Notes
. .>
Appropriation Reserve (Streets & H i g h w a y s ) . . . .
Surplus Revenue

$5.00
3,000.00
900.00
50.00
2,250.00
$6,205.00

N o attempt has been made in this handbook to inject unusual complications nor has
the problem which is presented for inspection been large. A s a matter of fact a majority
of the Township and Borough governments will have problems of substantially the same
volume. Some may have a greater amount of detail and some less but the principles in
volved will always be the same and the rules of debits and credits and of closing pro
cedure will apply whether the volume of business is large or small.
N o attempt has been made to outline ledger classification or balance sheet classification
as this is a matter which it is felt can be left to the judgment of the municipal officials
themselves.
However, as a matter of general information it might be well to state that the custo
mary procedure is to group all current assets under one general head, particularly on bal
ance sheets, all deferred assets or charges against future taxation under another head, and
all accounts which are unusual in their character under a separate head.
Liability classification presents no unusual problems, as all current liabilities such as
tax revenue notes or emergency notes, or in fact the majority of the liabilities of the ordi
nary municipality come under the head of current liabilities and the balancing figure is sur
plus revenue.
Insofar as the arrangement of the accounts in the ledger is concerned this is a matter
which depends largely on personal preference as the accounts may be set up in the ledger
either under alphabetical or numerical classification.
It would possibly be more
logical to classify the asset and liability accounts separately from current revenue and ap27

propriation accounts. The current revenue and appropriation accounts are closed out at the
end of each year and it is necessary to open a new set of revenue and appropriation ac
counts for each succeeding year while a ledger is used for a number of years. How
ever, if a loose leaf ledger is used this problem will solve itself as the sheets may be inter
changed at will and the accounts can be handled in the most convenient manner. If the
volume of business is comparatively large it would be well to classify the asset and liability
accounts and revenue and expenditure accounts under numerical heads as this plan if prop
erly carried out gives the benefit of quick reference and flexibility. A suggested plan is that
all ordinary asset and liability accounts be numbered from one up and that all revenue and
appropriation accounts be numbered from one hundred up, or some similar and distinctive
plan. As an example, cash would be Account No. 1 and the accounts would follow in reg
ular numerical order. If it is desired to make a distinction between asset and liability ac
counts, caption the liability accounts as starting with 20. Under this plan overpaid taxes
would be 21 and so on.
Appropriation accounts are those which should have closest attention as they are most
often referred to during the year and a proper classification will prove of great benefit.
Under the plan outlined above the various expenditure accounts would start with No. 100
and be numbered in any order that might be desired for each item of appropriation made.
In the same manner revenue accounts might be classified as starting with No. 151 and be
numbered consecutively.
The above suggestions as to classifications of accounts are merely presented to be acted
upon if desired.
25. SPECIAL, REPORTS AND PROCEDURE IN GENERAL.

In the preceding paragraphs no particular mention has been made of general procedure.
It is not considered necessary that this be stressed to any great extent as it is presumed
that every municipal official has a general knowledge of what is required of him: and what
is necessary for the proper conduct of his office. It is felt that specific mention should be
made of certain matters which may bother municipal officials and which, under some cir
cumstances, might cause confusion.
26. COLLECTOR'S DUTIES.

a. Under the statute the collector is required to report to the governing body and to pay
the amounts collected to the treasurer at least monthly. This necessitates a special form of
report being made up from time to time by the collector. For a suggested form in this
connection see form 2C. It is required that this form or a similar one be made up in tripli
cate at such times as the collector is required to report which must be monthly or may be
oftener. One copy will be retained by the collector as his record, one will be delivered to
the governing body and one to the treasurer accompanied by a check for the amount of the
reported collections. Particular pains must be taken to render accurate reports in this con
nection as these reports are the basis of the treasurer's entries in his books and if errors are
made in the collector's report it will seriously affect the bookkeeping of the municipality.
b. Form 2C is covered by special comment under paragraph 64 at the close of Plan
No. 2 and is illustrated in detail. Reference to Form 1-2C shows a supplement to Form
2C designed to accompany the collector's check when transmitting collections during the
month. This report deals only with cash remittances to the treasurer when collections are
turned over weekly or oftener and will be the treasurer's posting reference for all moneys
received during the month. Care should be taken to have this statement absolutely correct
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as the total cash turned over to the treasurer and reported on Form 1-2C during the month
must agree with the totals shown in the collector's monthly report ( F o r m 2C) which must
be rendered at the close of the month.
c. The following paragraph deals almost solely with situations where the collector remits
only at the close of each month and where Form 2C alone will apply but in all other cases
both forms should be used. N.B.—It may be that the governing body will require a com
plete report ( F o r m 2C) of the activities of the collector other than at the end of the month,
that is, at meeting dates, in which case it will be necessary for the collector to prepare this
report as and when required and also prepare a complete report at the close of the month
in order to have the proper data for the general books of the municipality.
d. The statement of the collector to the treasurer will simply be an abstract of the col
lector's activities for the preceding period and the drawing of a check for the amount of the
collections should balance the account as under ordinary circumstances the collector should
close his accounts whenever he renders a report to the treasurer. This procedure will enable
any one examining the collector's accounts to definitely establish collections and trace them
into the bank which cannot be done if the collector simply turns over a flat sum. That is,
if the collector should collect $2,220.50 during the month and turn over $2,000 only it is
very difficult to trace deposits until the close of some fiscal period, particularly if no record is
made of cash on hand and no detailed bank reconciliation is made. Therefore, it is required
that collections be turned over to the treasurer in definite amounts.
27.

COLLECTOR'S DEPOSITS.

a. Along the same lines the collector should deposit in definite amounts and not simply
deposit whatever cash he happens to have on hand at any particular time regardless of
whether it is in balance with the amounts collected or not.
b. The question may be raised that it is physically impossible to deposit in definite
amounts at the close of a heavy day's collections but it is possible for any collector to
arrange his business so that he can deposit in a definite amount. For instance, he may want
to deposit all the cash collected up to the close of banking hours on a certain day. There
fore, he must break his deposits far enough ahead of the latest time when he can get the
deposit to the bank to enable him to prove the collections up to a certain point. If 4 o'clock,
we will say, is the latest time in which he can get the deposit to the bank, all moneys col
lected up to whatever hour he may decide it will be necessary to start to prepare his deposit
will be treated as the collections of the day in question and any collections received sub
sequent to that time will be taken in as the succeeding day's business. This procedure will
enable him to deposit in definite amounts at definite times and will also enable him to make
any adjustments due to errors before the next day's deposit is made up. This handbook
being prepared principally for the smaller municipalities, need not go into any amount of
detail along these lines as the smaller municipalities are not subject to the same procedure as
many of the larger ones in this connection.
c. Too much stress, however, cannot be laid upon the necessity of the collector's making
a correct report to the governing body from time to time on the required forms as this, to
gether with proper reporting of delinquent taxes, is the real guide of the governing body as to
the amount of income available for current operations.
d. There is little to be said as to the duties of the collector in regard to recording of
taxes collected as the statutes are particularly explicit in this connection. It might be well for
the sake of emphasis to quote a portion of the statute which is elsewhere quoted in this hand29

book and which needs no comment or explanation. The collector "shall * * * enter the
same in a proper cash book credited to the taxpayer, and shall also enter therein a designation
of the property on which said tax was paid, the total amount of the tax and the discount
allowed or the interest and penalty charged." It might be stated here that the amount repre
senting the principal of a tax is the only item which should be posted to the tax duplicate
and not the amount of cash received where a discount is allowed or interest collected. Some
instances have come to our attention where it is the custom to post the interest or discount to
the tax duplicate rather than to the cash book causing endless confusion and it cannot be too
strongly recommended that the statute quoted above and the procedure outlined in this hand
book be followed in this connection.
28.

TREASURER'S PROCEDURE.

In preceding paragraphs we have dealt with the required journal entries to open and close
the treasurer's books and have presented a statement showing the manner in which these jour
nal entries are reflected in the ledger but we have not discussed in any way the treasurer's
procedure in connection with the routine handling of his accounts. One reason is that it is
felt that he will be familiar with ordinary posting from the cash book and journal to the
ledger and if the required postings are made and the work is done accurately no difficulty will
be encountered. On the other hand, there are certain matters which might become subject to
discussion and these will be briefly reviewed in the following paragraphs.
29.

POSTINGS.

Where the treasurer and collector are two separate individuals the treasurer will receive
a check from the collector from time to time which should be accompanied by Form 1-2C or
2C which will recite the detail of the collections covered by the check. From this statement
and check the treasurer will make the proper posting in his cash book. In case the treasurer
is both collector and treasurer he will make up a record of his activities as collector during
whatever period he is required to report on whether monthly or oftener as the case may be
and will retain a copy of this for his records and file one copy with the governing body. In
cases where the collector and treasurer are the same individual the preceding comments as to
the manner in which deposits should be made by the collector apply.
30.

DISBURSEMENTS.

a. Upon the treasurer is placed the duty of recording all disbursements of money and this
is done by check which is signed by the chief executive officer and the clerk and counter
signed by the treasurer. It follows that this check must be preceded by a voucher which
should be made out in detail and which should be properly sworn to before the treasurer
countersigns any check.
b. In smaller municipalities where the number of checks drawn is not large it is recom
mended that the check and voucher be given the same number and upon the check being
countersigned by the treasurer and turned over to the payee the voucher should be placed in a
file. When the cancelled checks are received from the bank and the cash reconciliation has
been made they should be filed with the vouchers. This procedure is merely a recommenda
tion as there might be conditions where this would not be practical but as a general rule there
can be no simpler plan than this.
c. The treasurer will post all vouchers in detail in his cash book and at the end of each
month will prove the total vouchers charged with the various distribution columns and see that
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they are in agreement and will then post the distribution columns to the proper accounts in
the general ledger. This proceeding will close out the distribution columns. T h e total column
should be closed out also by inserting the cash balance and balancing this column with the
total cash receipts.
d. A n y items which are charged in the sundry column will necessarily have to be posted
to the ledger in detail as to individual items and proper notation made in the cash book but
all items charged against appropriations will ordinarily simply be totaled and posted to the
general ledger.
3 1 . TRIAL BALANCE.

a. After making the opening journal entries in the ledger at the beginning of the period
it will be possible to abstract a trial balance from the general ledger independent of any other
books and while it will be necessary to transact business between the beginning of the fiscal
year and the time when the budget is adopted the amount will not be of great volume and
distribution to the proper budget accounts may be made in memorandum form and no post
ings made to the general ledger until after the adoption of the budget. If this procedure is
followed there will be no great difficulty in handling the accounts as it will simply be neces
sary to keep the cash in balance and immediately after the adoption of the budget the trans
actions occurring during this period will be distributed over the proper budget accounts and
proper postings made to the general ledger.
b. Immediately after the budget, as adopted, has been entered on the general ledger and
the posting of these transactions made another trial balance may be taken off for, if the pro
cedure has been correct, the accounts will be in balance and a trial balance may be taken at any
time after making the required posting to the general ledger and closing the cash accounts.
32. GENERAL LEDGER C A S H ACCOUNT.

It might be well to mention here the detail which should be posted to the general ledger
cash accounts. While each item of receipts operates as a debit to this account and each pay
ment as a credit, it is not recommended that any more detail be carried in this account than
is necessary to give the required results. A s a matter of recommendation it would seem that
the proper thing to do would be to post as the cash debit all deposits as and when made and
to post as a credit the total cash disbursements of any particular day or period. F o r instance,
if checks are drawn twice a month the total checks drawn each time should be credited to the
general ledger cash account. T h e result will be that this will be more or less an account with
the bank rather than a detailed cash record and the balance should always agree with the cash
book balances unless for some very good reason there should be some cash on hand. T h e
difference between the general ledger cash account and the cash book balance would be evi
denced by cash in the treasurer's possession undeposited. A s a matter of policy, however, it
cannot be too strongly recommended that the treasurer never have any cash on hand at the
close of any month or at any time when he is required to make a report to the governing
body. In other words, he should make a deposit as of the closing day of each month and make
his report on this basis.
33. TREASURER'S M O N T H L Y STATEMENT.

a. Whether the treasurer is both collector and treasurer or whether he is treasurer alone
he must make a statement to the governing body as to his activities during the preceding
month so far as appropriations are concerned. T h e required form for this report will be
form 1H. It will be noted that this statement is a combined statement of appropriations and
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of cash receipts and disbursements. This statement is self-explanatory and will at a glance
show the governing body the condition not only of the appropriation accounts but also of the
cash on hand and whether or not there are any maturing obligations in the succeeding period.
It is recommended that a copy of this statement be incorporated in the minutes after being
reviewed by the governing body.
b. Some officials who are thoroughly familiar with double entry bookkeeping may raise
the question as to why a trial balance is not sufficient in this connection. The treas
urer has to fulfill the function not only of a custodian of funds but in many instances of a
comptrolling official upon expenditures as well. It is, therefore, necessary to have a state
ment which is not merely a trial balance to establish the accuracy of the books but one which
also indicates the condition of appropriations as well as certain essential details as to funds on
hand.
34.

ERRORS.

This is one matter to which special attention should be directed as under the ordinary
procedure in connection with double entry bookkeeping where a charge is posted to the wrong
account and it is later discovered a journal entry is made crediting the account wrongly
charged and making the charge to the proper account. In municipal practice this procedure
is to be discouraged as a municipality deals primarily with cash and any non-cash items
except for a surplus or deficit have little bearing on the financial operations of the munici
pality. Therefore, should any account be charged with an item in error it is strongly recom
mended that the correcting entry be made in some distinctive way so that there will be no
confusion in picking up non-cash items as cash items. Wherever possible it is recommended
that corrections be made, even though at some later date, on the original postings with proper
notation as to the date when the change is effected. The same comment applies to revenue
items.
35.

V O U C H E R S AND C H E C K S .

All claims should be vouchered on uniform bills of the municipality and it is recom
mended that rubber stamps be procured for the officials whose duty it is to determine the
account to which the claims should be applied and that the bill be stamped with the account
charged and if, for instance, the clerk takes care of the charging of bills to the proper appro
priations and it is not convenient to have these stamps used jointly by both the clerk and the
treasurer, the treasurer should also be provided with a set of rubber stamps for stamping the
same data on checks. In any event both vouchers and checks should be definitely marked with
the appropriation to be charged and it is strongly recommended that this be done by means of
rubber stamps as it will prove a great convenience to every one concerned and the cost will
not be prohibitive since the same stamps may be used from year to year.
36.

BANK

RECONCILIATIONS.

It should be a requirement of the governing body that both the collector and treasurer
must procure a monthly statement from the depository at the close of each and every month
and reconcile their books with the bank balance as shown from the bank statement. This
can be done by deducting any outstanding checks from the balance as shown by the bank
statements and adding thereto any undeposited cash. Adherence to this rule should result in
a considerable saving in the cost of audits and will save time and trouble for the officials con
cerned as there is no question that a monthly reconciliation with the bank will result in de32

tecting any existing errors and require their correction while the matters are fresh in the
minds of the officials concerned.
37. SPECIAL FORMS.

a. I am presenting herewith forms of notes, etc., which meet the requirements o f the
statutes and which will serve as a guide to municipal officials who have occasion to use them
in preparing or procuring a form which will comply with the law.
b. T h e forms of the various kinds of notes which may be used by a municipality, viz.,
T a x Anticipation, T a x Revenue, T a x Title, Emergency and Temporary Improvement Notes,
need no particular comment, but in order that there may be no misunderstanding as to the
purposes, etc., of issue, a brief explanatory statement will be found referring to each form.
c. These are followed by a recommended form of T a x Arrears Register, T a x Title Lien
Record and Note or Indebtedness Register. These forms are of particular interest to all
municipal officials and it is recommended that they be given careful attention, particularly the
T a x Arrears Register and the T a x Title Lien Record as the proper installation and keeping
of these records will to a great extent determine the cost of the annual audit.
38. T A X ANTICIPATION, T I T L E AND REVENUE NOTES.

(Form

1I.)

a. T h e form of T a x Revenue and T a x Title Notes is exactly the same as the T a x A n 
ticipation Note, except that the word "Revenue" or "Title" is used instead of the word " A n 
ticipation."
b. If it is desired to have these notes printed in book form, as recommended, all classes
of notes might be included in the same book with proper divisions. That is, if it is desired
to have one hundred notes printed, have forty printed Anticipation, forty Revenue and the
balance Title. If a different color of paper were used on each class of indebtedness it would
be much easier to keep track of them.
39. EMERGENCY NOTES.

( F o r m 1J.)

a. T h e form of Emergency Note herewith presented differs only slightly from the tax
notes previously illustrated. It will be noted that it bears the words "this note shall not be re
newed" in accordance with Chapter 192, P . L . 1 9 1 7 , as amended by Chapter 178, P . L . 1 9 1 9 ,
which provides that no such notes shall be renewed. Space is also provided for the recital of
the cause or event for which such notes are issued in accordance with the statutory require
ment.
b. In connection with the issuance of emergency notes where the inclusion of the full
amount of such notes would cause an increase of more than 1-3 of a mill on the dollar in the
tax levy, it shall be lawful for the issuance of a series of notes which will be met in subsequent
tax levies by the inclusion of not less than 1-3 o f a mill on the dollar of the assessed valuation
until such notes are retired.
c. In this connection it should be stated that the statutes provide for the inclusion of an
amount in each succeeding budget of "not less than 1-3 of a mill on the dollar." T h i s does
not mean that an amount equal to 1-3 of a mill on the dollar only shall be appropriated.
d. A s an illustration, a municipality with an assessed valuation of $1,500,000
is forced by reason of fire to issue Emergency Notes to the extent of $7,500.
This would cause an increase of five mills on the dollar.
Rather than take
this all up in the next budget as would be mandatory if one note were issued, a series of
three notes of $2,500 each could be issued maturing in three successive budgets, as previously
33

stated. On the other hand there is nothing to prevent the inclusion of the full amount in the
next budget if desired. It is never recommended that the strict limitation of 1-3 mill be ad
hered to, as this is contrary to the principles of sound finance, unduly defers the retirement of
indebtedness and is unfair to the taxpayers in adding to the interest burden of the municipality.
Where the emergencies are recurrent such as snow removal or forest fires the full amount
should always be included in the next succeeding budget.
e. The emergency act is broad in its scope but should not be abused and it is only by the
application of sound business methods that it can be efficiently administered. Briefly summed
up, the idea is that emergency expenditures for current purposes, that is, those for which
bonds could not be issued under the Bond Act should be retired in the next succeeding budget,
while those pertaining to unusual items of a capital nature should be carefully considered
before deferring the retirement of the indebtedness more than one year, notwithstanding the
statutory permission to appropriate not less than 1-3 of a mill for such retirement.
40.

IMPROVEMENT NOTES.

( F o r m 1K.)

a. Little comment is needed as to the form of the improvement note shown herewith, as it
is self-explanatory. The principal requirement is to have a proper appropriation authorized
either in the ordinance authorizing the improvement or in a separate financing ordinance and
keep within the limits of this appropriation.
b. In actual practice there is a threefold limitation in handling improvement accounts:
First—Limitation of appropriation.
Second—Limitation of contract.
Third—Limitation of actual funds on hand.
c. The municipal official charged
three of these in mind at all times and
In actual practice the procedure might
paid without funds being in hand; no
finally no payment should be made in
41.

with handling funds of this character should keep all
see that none of these limits is exceeded in any instance.
be considered as reversed; that is, no claims should be
payment should be made in excess of the contract and
excess of the authorization.

(Form 1L.)
a. This form is provided as a means of closing out old tax duplicates to a place where
they will be readily accessible for reference.
b. I am recommending that as of March 1st in the year following that in which the
taxes become delinquent, all taxes, whether real or personal or poll, be closed out of the dupli
cate and posted to this record.
c. The statutes provide that the collector shall prepare and file with the governing body
a statement of the amount of taxes remaining unpaid supported by a detailed list of delin
quents as of March 1st following the delinquency.
The plan is that: at the same time at
which such list is made up the items shall be entered in the arrears register.
d. Starting with the delinquent taxes of the earliest year an account should be opened in
the register for this year and all unpaid items should be closed out of the duplicate and
posted to this particular year in the register. A rubber stamp marked "Arrears Register"
or a similar title should be provided and each item properly stamped in the duplicate. It is
recommended that space should be provided on this stamp for indication of the page to which
the posting is made and the page should be noted in the duplicate.
T A X ARREARS REGISTER.

e. It will also be necessary to open separate control accounts in the general ledger for the
delinquent taxes of each year if this has not already been done and the total of the postings
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in the arrears register will necessarily agree with the control account total in the general
ledger.
f. This form in conjunction with the tax title lien record should be one of the most
popular forms which have been recommended in this handbook as I have decided that, in those
municipalities where this form is placed in actual operation and is being properly kept and
the proper transfers are made as and when required, to eliminate the requirement that lists
of delinquent taxes be made part of the annual audit. In other words, no delinquent list will
be required for those municipalities under $8,000,000 assessed valuation which have adopted
this form and are properly maintaining it. Therefore, the cost of the annual audit should be
materially lessened by the proper use of this register.
g. It must be thoroughly understood, however, that it will not be possible to eliminate
these lists if the register is not properly kept or in agreement with the control, but where it
is being used properly, the certification of the auditor that the tax arrears register is in actual
operation and is properly posted to date and in balance with the control accounts of the vari
ous years' taxes in the general ledger will be accepted in lieu of the delinquent lists as re
quired at present.
42. T A X T I T L E L I E N RECORD.

(Form

1M.)

a. T h e T a x Title Lien Record illustrated elsewhere is one that has been designed and
placed in actual operation by the Department in several municipalities and has been found
to meet the requirements of such a record without having any unnecessary detail and being
readily adaptable to a large or small number of liens. The form placed in use by the Depart
ment is a sheet 7 ½ " x 1 0 ½ " and the punchings fit standard post binders.
b. In order to operate this record successfully a control account should be opened in the
general ledger, that is, the total liens which are accumulated on the individual sheets will be
posted as one amount in the ledger. A s transfers are made to the individual liens for sub
sequent years' taxes the total amounts transferred should be accumulated and posted as a
total to the control account. A s payments are made the individual payments should be
posted to the credit of the various lien accounts and the total of these payments posted to
the credit side of the general ledger. B y this procedure the correctness of the work may be
proved at all times.
c. A n interest column is provided on both the lien side and the payment side of the
record. This is more or less of a memorandum column and is carried with the idea that
the official responsible for handling these liens may wish to compute the interest up to a
given date when he has spare time rather than being faced with the necessity of computing
this when application for redemption is made. T h e idea is that the accumulation will be
simply in the nature of a pencil memorandum and if frequent redemptions are made, I be
lieve it will be found worth while to adopt the policy of figuring the accrual of interest from
time to time. T h e "accrued interest paid" column is also more or less in the nature of a
memorandum column but will give a control on the amount of interest derived from this
source.
d. Should a parcel of land be resold as may be done under the statutes, there will
further interest and costs accumulated on the resale and in this case these should not
included in the amount of the additional lien, but the principal of the tax should be set
separately with the interest and costs set forth below and extended in the tax column
same as the lien with a proper notation that the amount covers interest and costs,

be
be
up
the

e. In order to make this record of real value to the municipality the proper accumula
tion should be made prior to December 3 1 of each year or soon thereafter and all items in

the duplicate which have been covered by previous sale should be closed out of the duplicate
and posted to the tax title lien record. W h e r e a sale is held during the year for additional
parcels of real estate, new sheets will necessarily be opened as of the date of sale and these
should bear proper notation as to the date of sale, etc.
f. Where this record is placed in operation covering prior sales, the information should
begin with the earliest sale and be brought up to date.
g. I am making a recommendation that this record be placed in operation at an early
date by all municipalities which have any tax title liens outstanding, particularly where
there is no adequate record of such tax title liens. If this record is installed and kept up
to date and in proper agreement with the controls, it will be possible to eliminate the neces
sity of having the auditor furnish detailed lists of tax title liens as is now required. It may
be seen, therefore, that the installation and proper handling of this record will prove not
only of great value as a handy and convenient record, but also should reduce the cost of
the annual audit.

43. T A X SALES.

a. Provision has been made in this handbook by means of special form ( 1 M ) and various
comments for the proper handling of tax title lien property when the purchaser is the
municipality, but nothing has been said as to the collector's procedure when the purchaser is
some one other than the municipality.
b. Purchased by other than municipality: So far as the tax sale is concerned when a
third person purchases property for taxes the interest of the municipality in the property
ceases except that certain records must be maintained by the collecting officer in connection
with such sale and if redemption is made by the delinquent owner the collector acts as the
agent for both purchaser and owner. It, therefore, follows that the records of the collector
in such cases should be very complete as the failure of the municipal officials to have certain
records in proper form may impair the validity of the lien so far as the purchaser is con
cerned.
c. Collector's " L i s t " required by statute: Chapter 2 3 7 , P . L. 1 9 1 8 ( T a x Sale Revision)
provides that the collector shall make a list of lands subject to sale with description and
that such list shall be bound in book form as a permanent record of the collector's office.
It is very important that this list and the various proceedings taken thereunder adhere
strictly to the statutes. A proposed form of the required " L i s t " is submitted herewith which
it is believed will meet the requirements of the statutes. (Form ,1N.)
d. Subsequent Duplicate: The statutes require that a notation of the sale and date
thereof shall be made on each subsequent duplicate for a period of two years, unless the sale
is earlier redeemed and that a notice shall be made on the tax bills for the period in ques
tion in the manner prescribed by section 2 7 of the Act.
e. Certificate of S a l e : T h e certificates of
stub, which stub will be the permanent record
certificates, etc. T h e bound list required under
ment the certificate stub and act as a control on

sale should be in bound form with a proper
of the municipality as to the issuance of the
Sections 1 7 and 1 8 of the A c t will supple
the certificates outstanding.

f. Accumulations: T h e principal thing is to have on record in some concise form the
accumulation of subsequent taxes to the original certificate of sale where property is held
under certificate of sale not redeemed, so that at any time when payment is tendered by the
delinquent owner the records will be complete and it is recommended that the property be
transferred from the list to a special form ( F o r m 1O) which will provide for the original
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amount and subsequent accumulations. This procedure will enable not only the collector, but
the owner of the property, as well as the purchaser of the lien to readily determine the amount
needed for redemption and should be a matter of permanent record in the municipality.
The form suggested above is the same size as the tax title lien form and might be car
ried in the same binder.
g. Collector's Special Account: The collector will have to carry either a special bank
account to handle these redemptions or will have to maintain a special column in his cash re
ceipts book in which to enter all tax sale redemptions. There is no objection to noting the pay
ment to the purchaser in the "payment to the treasurer" column. This will answer every
purpose where the number of redemptions are small but if the volume of business in this
connection is large it might be better for the collector to open a special cash account and pro
cure a journal-ruled cash book entering all receipts as debits and all payments to the pur
chasers as credits.
h. Premium on Tax Sale: Under the provisions of Chapter 88, P. L. 1921, Section 24
of the Act as amended provides that property may be sold at a premium and that such prem
ium shall be held by the collector and returned to the purchaser when redemption is made
by the owner. This involves the opening of a special trust account in which these premiums
should be deposited, as the statute further requires that they be held for a period of five
years and if redemption is not made within the five-year period the money shall revert to
the municipality and become a part of the funds of such municipality.
44. NOTE OR INDEBTEDNESS REGISTER.

(Form 1P.)

a. These forms are designed for the municipality whose indebtedness is not particularly
voluminous, but too much stress cannot be placed on the absolute necessity of keeping some
detailed record of such indebtedness. Here, as in the case of the Tax Title Lien Record, a
control account is kept in the general ledger which will at all times be in agreement with
the totals shown by this record.
b. Where a proper note book is maintained and the stubs are properly kept it may seem
somewhat unnecessary to run a register in addition to the stubs and controls which must
necessarily be maintained in the general ledger. However, the possibility of failing to make
the proper notations on the stubs of the note book is one which, in my judgment, makes it
almost imperative that a register of this kind should be kept. Furthermore, by reference to
this register the condition of the outstanding indebtedness may be readily ascertained with
out the necessity of searching through numerous stubs or making any detailed analysis of
ledger accounts.
45. JOURNAL RULED GENERAL LEDGER. (Form 1G.)
a. This form is one which is in common use in general accounting. It has no advan
tage over the ledger form in ordinary procedure unless the bookkeeper wishes to insert cer
tain details which cannot ordinarily be done with the conventional type of general ledger.
b. For instance, if an official wishes to record certain data on appropriation accounts
such as name of payee and purpose of payment and eliminate certain of this detail from the
cash book, the appropriation account in the ledger will be more informative than it would if
totals only were posted and will be more susceptible to ready analysis, furthermore the volume
of work will not be increased.
c. The use of the journal ruled ledger offers possibilities to the municipality having a
larger number of appropriation accounts than can be conveniently handled with the ordinary
columnar cash book and will be discussed in a separate section. (See par. 65 et seq.)
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P L A N N O . 2.
46.
This plan differs materially from plan N o . 1 in certain respects but the same cash books
are used without change in form.
a. The most radical change is the elimination of the use of the general journal and gen
eral ledger by a series of monthly statements which are interlinked with the required report
of the collector to the governing body and from which the same results are obtained as would
be the case from the use of a general ledger and journal.
b. This plan which will be referred to hereafter as the "Statement Plan" may appear
complicated at first glance but if the principles involved are considered the complications will
be found to be more imaginary than real. This plan has been adopted after careful considera
tion of numerous forms of like nature and the elimination of many promising plans because
they presented a confusing amount of detail. This is the most comprehensive plan which we
have been able to devise and I am not attempting in this brief foreword to discuss it in detail
as this will be done in subsequent paragraphs.
47. BOOKS REQUIRED.

Collector's cash book in the same form as set forth in plan No. 1.
Treasurer's cash book in the same form as required in plan N o . 1 .
Statement Book is in the form shown under the head of 2a which will consist of fourteen
statements of two pages each. Statement N o . 1 serves as the opening balance sheet and one
form is required for each month thereafter while the fourteenth statement will serve as the
closing balance sheet, together with a statement of the current duplicate which should be
printed in the back of the Statement Book. ( F o r m 2B.)
a. In addition to the above the collector's report plays a very important part in the suc
cessful operation of this plan and it is necessary that this report be transmitted promptly and
accurately to the financial officer charged with the duty of keeping the accounts. T h e collec
tor's report supplies the required posting detail for all cancellations or remissions of taxes as
well as any other changes affecting the amount of taxes outstanding and will be discussed in
detail in a subsequent paragraph.
b. Posting to Statement Book. This statement is based on accumulative posting, that
is, the changes affecting debits or credits during the month must be added to the totals of the
preceding months and carried to the proper debit and credit columns. This matter has been
taken care of in tax receipts and items of a similar nature by the inclusion in the explana
tion column of space to set forth monthly collections or receipts and also space for the total
as at the beginning of the month but this procedure would prove impractical with the current
budget appropriations. Therefore, the treasurer should make a recapitulation of his appropria
tions in the back of his cash book each month.
In other words, he should open accounts with
each item of budget appropriation on one page and transfer the total of each month's dis
bursements against the various appropriations from the cash book to this statement which
will be totaled and the total posted to the total disbursement column or column 1 1 on the
statement.
48. STATEMENT BOOK.

a. It will be noted that this book is a specially ruled form consisting of what may be
termed a revenue or asset sheet and an appropriation or liability sheet. It is necessary to con
sider that the asset accounts will appear as debits at the beginning of the fiscal period and the
revenue accounts will also appear as debits. T h e asset accounts are subject to credit when
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cash is received or when they are decreased by proper action of the governing body.
The
revenue accounts are subject to credit when cash is received in certain instances and in other
cases when the amount of revenue to be realized is definitely determined. A s a specific illus
tration I might cite franchise or poll taxes where the realization is determined prior to the
actual receipt of the money. Reference to Plan N o . 1 will show that more than one journal
entry is necessary in dealing with this class of accounts, one dealing with the revenue and
another with the tax receivable. I will not take up these matters in detail here but will leave
them to be taken up under the head of Receipts.
b. If reference is made to the appropriation side of the statement it will be seen that
each budget appropriation is placed in the credit column and all expenditures or cash dis
bursements under the budget will be set forth in the debit column on the same sheet.
c. T h e same procedure will be followed in connection with notes payable except that
there may have been certain notes carried over as a liability at the close of the preceding
fiscal period which will have been set up at the beginning of the year. A n y new notes issued
will add to this credit figure and any notes retired will appear as a debit.
d.
surplus
that is,
directly

Provision is made on the form for an unexpended balances account together with a
revenue account. T h e unexpended balances account may receive debits at any time,
if taxes are remitted during the year the amounts of such remissions will be posted
to the debit column of the unexpended balances account.

e. A n y appropriation of surplus revenue tor the reduction of current taxation will be
posted to the debit of this particular account.
4 9 . FORM OF RULING.

a. It will be noted that this statement has each horizontal line numbered. Proper post
ing references have been provided on other statements which must be referred to in order
to complete the postings of this Statement. It should be understood that all cash items are
posted to the respective debit and credit columns on the statement from the cash book and it is
believed that no difficulty will be experienced along these lines.
The fourteenth statement
which will be part of each book will serve as a closing medium or balance sheet.
T h e tax
statement must also be available in order to make the required entries on account of the tax
duplicate and proper posting references are set forth on the margin. This statement should
be permanently bound or pasted in the back of the "Statement Book."
b. Reference to the statement will show that it consists of twelve vertical columns.
c. Left-hand Sheet—Assets: Column 1 is in the nature of an explanation column and
should contain printed headings for all items of taxes delinquent and for all revenues which
may be inserted prior to placing this plan in operation. In other words, should it be desired
to start this plan at the beginning of the fiscal year the municipal officials may be reasonably
sure that there will be certain items of revenue included in the current year's budget and
trouble will be saved if these headings are printed when the form is prepared.
d. Column N o . 2 is more or less in the nature of an explanation column carrying any de
tail which may be desired. It also serves to set forth the amount of taxes outstanding at the
beginning of the month as well as any additions during the month, etc.
e. Column N o . 3 is a debit column. In this column will appear the asset figures at the
close of the month under review. T h e budget anticipations will also be shown in this column
under proper captions.
f. Column N o . 4 is an explanation detail column pertaining to column. N o . 5, and is selfexplanatory. It will be noted that space is provided in this column for the tax collections at
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the beginning of the month, the collections for the month and any other credits for the
month. T h e total of these items is extended to column N o . 5 giving the monthly credits.
g. Column N o . 5 is a credit column and receives cash credits or other credits applying
against the asset or revenue accounts.
h. Column N o . 6 is a balance column and will not be used under ordinary circumstances
except at the close of a fiscal period but may be used at the close of any month if it is desired
to establish the balances in the various accounts.
i. Right Hand Sheet—Liabilities: Column N o . 7 is an explanation or detail column.
T h e various appropriations under the budget and various other items which do not come
under the budget will be inserted in this column, the principal items being the mandatory re
quirements for State and County Taxes.
j . Column N o . 8 is in the nature of an explanation column or a continuation of column
N o . 7 and is utilized simply to insert the detail of such appropriation transfers as are made
and certain other detail such as the accumulation of surplus revenue by credits from "Other
or additional Surplus" and various other items. This column might be considered as super
fluous except for harmonizing the size of the statement.
k. Column N o . 9 is a credit column and takes credits for budget appropriations, manda
tory taxes, surplus revenue balance and any liability items which may come from a preceding
period.
1. Column N o . 10 is an explanatory column for the succeeding column and needs no com
ment.
m. Column N o . 11 is the debit column applying to appropriations and the various other
items set forth in column N o . 9. T o this is posted the total cash disbursements at the close of
the month, total payments on mandatory taxes and total payments on any outstanding obliga
tions. This also receives surplus revenue debits by appropriation and any debits to unex
pended balances through cancellation or other loss of tax revenue.
n. Column N o . 12 is a balance column and is designed primarily for closing purposes or
for determining the unused appropriation balances and under ordinary circumstances will
not be utilized until the close of a fiscal period except as a memorandum column.
50. GENERAL PROCEDURE.

a. Below will be found a brief comment on the general rule to be followed which will be
amplified by further comment in succeeding paragraphs.
b. It is necessary to keep in mind in operating this plan that for each debit there must be
an offsetting credit and vice versa and regardless of what is done, if a figure is placed in the
debit column it must have its offsetting credit. For instance, if a tax is paid the tax account
will receive a direct credit and the cash account will reflect the debit even though indirectly; or
if a tax is remitted the tax account receives the credit and the unexpended balances account
receives the direct debit.
c. Certain transactions will occur which may cause confusion or question, such as issuance
of an emergency note when after passage of the emergency resolution, the Revenue column
receives a debit and the Appropriation column receives the credit. Later when the note is is
sued Emergency Notes receives the credit and cash will indirectly receive the debit (that is,
through the cash b o o k ) . T h e disbursements against the Emergency Appropriation are made
in exactly the same manner as against any other appropriation.
d. In this connection a study of the journal entries under plan N o . 1 will be found to be
of material assistance.
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e. Poll T a x e s also call for comment as a certain amount should be anticipated from this
head (a debit). W h e n the amount is determined from the duplicate this item receives the
credit of the total amount of polls yielded by the tax duplicate which completes the posting to
the Poll tax item as the receivable feature is dealt with under the head of " T a x e s Receivable"
as are also the receipts from this item.
f. Added Poll T a x e s call for comment as when these are added the addition must be
treated as an added credit to the revenue account while the "taxes receivable account" receives
a like debit.
g. Added Real and Personal T a x e s for the current year present another problem as these
will be credited to "Unexpended Balances Account." The debit however is to " T a x e s Re
ceivable."
h. Added T a x e s Prior Years are a direct credit to Surplus Revenue and a debit to the
respective tax account.
i. Deferred asset accounts need no particular comment except to state that when an ap
propriation is made in a subsequent budget to cover a deferred asset and the posting is made
to the statement the transaction is complete. T h e account is automatically closed as the appro
priation creates a credit to offset the debit. If for any reason the appropriation should be
insufficient the balance will be carried forward as a debit for future appropriation.

5 1 . PROCEDURE.

a. Opening Entries: After being provided with the proper statement book the first thing
necessary is to open the first statement to take care of the balance sheet as of January 1.
This procedure is recommended in order that the complete year's transactions will be reflected
in one volume.
b. In the place of the journal entries required to open the accounts under Plan N o . 1 the
various asset and liability figures are simply set up under the respective headings on the state
ment.
c. It will be noted that all true asset items appear on the left-hand sheet while the liabil
ity items together with the Surplus Revenue Balance appear on the right-hand; sheet. T h e
exceptions to this are deferred assets or amounts to be raised in subsequent budgets which will
necessarily be handled under the respective headings on the right-hand sheet but in the proper
debit columns. This procedure permits the application of appropriation credits against these
items whenever placed in any subsequent budget and automatically closes the accounts.

52. BUDGET.

The budget, when adopted, is inserted under the respective headings in the proper
columns in the statement but not on the balance sheet statement. T h i s statement ( N o . 1 ) re
ceives no further debits nor credits after the opening entries are made but the subsequent state
ment, namely, that for the month of January should have the budget items posted in the proper
debit or credit columns immediately upon adoption. Regardless of whether or not the budget
is adopted prior to the close of this month (January) it should be inserted on the January
statement in order to have the information complete as any expenditures made during this
month will necessarily apply against the budget.
It will be noted that all revenues are set
forth on the left-hand sheet and all appropriations on the right-hand sheet while the amounts
are placed in the respective columns provided for this purpose.
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53. REVENUES NOT ANTICIPATED.

A space will be found under which should be detailed all revenues not anticipated in the
budget regardless of their source and as these revenues are received from time to time they
should be posted in the proper credit column.
54. T A X E S RECEIVABLE.

a. Before handling this item it is recommended that paragraph 13 and the journal entry
appearing therein be carefully studied as the application of these taxes needs careful attention.
b. The opening entries in this connection will be made on the taxes receivable statement
which will be found in the back of the statement book and which has been provided with post
ing references.
c. It will be noted that all mandatory taxes become a credit item on the right-hand side
of the statement while poll taxes become a credit item but on the left-hand side of the state
ment. In a like manner the balance available for local purposes or what is termed "Amount to
be Raised by Taxation (Local Purpose T a x ) " is also posted to the credit column on the lefthand side of the statement.
d. In like manner the total yield of the duplicate or the total taxes receivable are entered
in memorandum form under the proper caption in column 2 of the statement and, if no
changes or additions are made during the month, are extended as a debit in column 3 on the
left-hand side of the statement.
e. Franchise, gross receipts and poll taxes require special comment. W h e n the certificates
of the amount of franchise and gross recepits tax levies are received the treasurer should be
notified and insert the amount of the levy under the realized column on the revenue side of
the statement. The offsetting debit entry or the taxes receivable figure will appear in column
3 on the same statement under the proper caption. Poll taxes will be handled in the same
manner except that the posting will be from the T a x Statement which takes care of the cur
rent duplicate and will be found in the Statement Book.
f. It will be found that the above substantially completes the opening entries for the bud
get and tax levy and careful study will show that each debit item has its respective credit and
each credit item its proper debit.
55. ADDED T A X E S .

All additions to the tax levy for the current or prior years will come to the treasurer
through the collector's monthly report and it will be noted that space is provided in this report
for additions of various years' taxes together with the proper posting reference.
56. REMITTED T A X E S .

T a x e s remitted will also come from the monthly report of the collector with proper post
ing reference. Discount on taxes come under the same classification and are covered by
reference and comment. (See Index for reference on discount procedure.)
57. T A X SALES.

It will be noted by referring to the collector's monthly report form that provision is made
for transfer from delinquent taxes to tax title liens by either sale or transfer. Such transfers
whether through an original sale or transfer on account of previous sale, act as a debit or ad
dition to the tax title lien account and a credit or reduction in the amount of taxes outstanding
and proper posting reference will be found in the collector's monthly report in each instance.
42

58. EMERGENCY APPROPRIATIONS.

W h e n an emergency appropriation is made during the year the appropriation will appear
on the right-hand side of the statement under the proper credit head and the emergency
revenue will set up on the left-hand side of the statement as a debit.
The above serves to
place the appropriation and the deferred charge on the books to be covered in a future budget.
W h e n the actual cash is received from the issuance of notes this is reflected in the cash on
hand and the note will appear as a credit in column 9 of the statement.
59. EMERGENCY REVENUES OF PRIOR Y E A R S COVERED BY CURRENT BUDGET APPROPRIATION.

a. Emergency revenues of prior years are represented by a debit in column 11 and when
an appropriation is made in the current budget a credit is created which will offset the debit.
However, it is not recommended that the budget appropriation covering emergency revenues
be posted on line 146, column 9, when the budget is placed on the books as this may cancel the
deferred asset prior to the retirement of the actual indebtedness and might possibly lose sight
of the indebtedness.
b. It is, therefore, recommended that substantially the same plan referred to in para
graph 19 (c) of plan 1 be followed, that is, the appropriation for emergency notes or what
ever title may be used be set up the same as any other item of budget appropriation and when
the notes outstanding are paid a debit will be made in column 11 applying against the emerg
ency revenue appropriation and at the same time a credit will be placed under the head of
emergency revenues—line 146, column 9—which will at this time cancel the deferred asset
debit. T h i s plan is recommended as it cancels the deferred asset as and when the indebted
ness is cancelled and not before.
6 0 . APPROPRIATION TRANSFERS.

W h e n proper transfers are made by resolution during the last two months of the year it
is recommended that they be noted in column 8 on the statement either as plus or minus items
and the net balance in the appropriation account carried to column 9. This eliminates the
necessity of providing any additional columns for the recording of these transfers and shows
the condition of the appropriation at the close of the month after adding or deducting the
amounts transferred.
61.
Closing Procedure. W h e n all transactions
of what accounts are to be closed and what are
the same as that outlined in Plan N o . 1 so that
should be studied before attempting to close the

have been completed for the year the question
to be left open comes up and the rule will be
the text on closing procedure under this plan
books.

a. However, the following rules will apply in general to closing the statement sheets as
of December 31st of any year.
b. Cash. Balanced and carried to 14th Statement.
c. T a x e s Receivable—all years—balanced and all balances carried forward.
d. Miscellaneous Revenues Anticipated. Excess or deficits determined on 13th State
ment and carried to column 6. Net excess carried to credit of Surplus Revenue and indirectly
to column 9. Line 197. N . B . — I f the net result is a deficit in Anticipated Revenues the
deficit is carried to Column 11 on the 14th Statement under the general head of Line 150.
Revenues from Franchise, Gross Receipts, etc., are closed out on the Revenue Account re43

gardless of whether or not they have been realized in cash as the cash feature of these is
taken care of under the other heads, namely, Franchise T a x e s Receivable, etc.
e. Miscellaneous Revenues Not Anticipated.
Revenue on 13th Statement.

Totals determined and carried to Surplus

f. Emergency Revenues. Debit balances from Column 3 carried to 14th Statement.
Line 146, Column 1 1 . N . B . — T h i s balance is carried from the left-hand sheet to the righthand sheet in closing as a debit to Column 11 to be covered by appropriation in the next suc
ceeding budget.
g. T a x Title Liens. Debit balance carried to 14th Statement.
h. Appropriations. A l l unused balances are closed to the Unexpended Balances Account
Line 194, Column 8, after proper reserves have been set up to meet all unpaid claims. N . B . —
N o Special column for Reserves has been established so that where it is desired to reserve an
amount it should be carried to Column 12 with the letter " R " set in front of it, and is carried
to line 166, column 9, on the 14th Statement. A l l unused balances of Emergency Appro
priations are handled exactly the same as ordinary budget appropriations and are either closed
to unexpended balances or reserved, as the case may be.
out.

i. Deferred Assets Prior Years. If proper appropriations were made these are balanced
If not, the balances are carried to the 14th Statement for further budget action.

j . Appropriation Reserves Prior Years. If, after all disbursements are made on these
accounts, there are certain unused balances these should be closed directly to Surplus Revenue.
year.

k. Mandatory Taxes. These taxes should always be balanced out at the close of the
If not, the balance is carried to the 14th Statement as a credit.

1. Notes Payable. A l l credit balances are carried forward to the 14th Statement, like
wise all credit balances of accounts payable, overpayments of taxes, suspense, etc.
m. Unexpended Balances Account. T h e credit balance in this account is carried to Sur
plus Revenue on the 13th Statement. If a debit this is carried to the 14th Statement as a de
ferred asset (see Line 150, Column 9 ) .
n. Surplus Revenue. After closing out all Revenue and Appropriation Accounts referred
to above the credit balance in the Surplus Revenue Account should be carried to Line 196,
Column 9, on the 14th Statement which will complete the transactions for the year and if the
work has been mathematically correct the results will be a proper balance sheet.
62. INSTALLATION.

a. In the preceding comments we have endeavored to outline the procedure to be followed
in opening a set of books under the Statement Plan. With a plan departing from the con
ventional standards there are numerous matters which cannot be covered in an outline of
this character and it is recommended that any municipality desiring to adopt this plan should
communicate with the Department as to where the proper books can be procured, the proper
ruling, etc., as we are making special arrangements with the printer to have a supply of
sheets prepared at the same time this handbook is printed. This will result in a saving in
printing and ruling. W e also stand ready to go into any details which may not be completely
covered in connection with the installation and will be glad to render any service which lies
within our power to any municipal officials who may desire to adopt the system.
b. In connection with securing the services of the Department in operating this system
our field staff while not large will be at the service of those municipalities who desire to adopt
the system and, if it is so desired, arrangements can be made whereby the Department will
undertake periodic supervision of the accounts in order that the municipality may be assured
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that the results will be satisfactory. In addition we will also periodically audit the accounts
at the same time and thus have at the close of the year, or shortly thereafter, the proper re
port of audit for the municipality. This arrangement should prove economical for the mu
nicipality and would afford the benefit of greater service than could be secured in any other
manner. It should also be possible for the municipality to secure the assistance of the vari
ous licensed accountants in this connection if they are engaged early in the year as recom
mended.
63.

RESULTS.

a. The successful operation of this system will make it the work of a few minutes to
prepare the Statement of Financial Condition required to be filed with this Department under
Chapter 1 5 5 , P. L. 1 9 1 7 . This has given trouble to many municipal officials in the past due to
difficulty in securing or preparing proper data for the filing of this statement.
b. It will also make it possible for the financial official to prepare a proper balance sheet
at the close of the year without difficulty for even though the operation of the system may
seem complicated, keeping in mind the fact that the statements must always be in balance if
the work is mathematically correct should enable anyone to operate the system successfully
for after proper opening entries are made the success of operation depends entirely upon the
keeping of proper cash records and the receipt of prompt reports from the collector.
6 4 . COLLECTOR'S M O N T H L Y REPORT.

a. Form 2 C is the same report required in Plan No. 1 and complies with the statute
which requires that the Collector shall report monthly to the governing body (See Section 605,
Chapter 6 2 , P. L. 1 9 2 1 ) . In using this report in conjunction with Plan N o . 1 the posting
references will be of no use as the use of the journal makes the posting references unnec
essary but the report should be rendered regardless of the system adopted and regardless of
whether either of the plans recommended herein are adopted.
b. It is unnecessary to state that in order to have any system operate successfully the
collector should remit promptly to the Treasurer and should close out his collections at the
end of each month and have no cash on hand. If, however, there is any cash in his posses
sion at the close of the month it should be noted on the monthly report, as provided, in order
that the treasurer may take proper note of it in his accounting.
c. The Treasurer should receive from the Collector the detail of the proper year's taxes,
etc., to be credited with each remission from the Collector and should prove these with the
copy of the monthly report submitted. There is also a form provided to accompany each
check as will be noted by reference to Form 1 - 2 C , which will be necessary when the Col
lector remits weekly. If, however, the Collector turns his collections over only at the close
of the month Form 2 C will be all that is required.
d. It will be noted that D o g and District Taxes are reported separately from the gen
eral taxes as these are not a part of the general levy and should be kept separate and
turned over to the Treasurer by means of a separate check in order that the Treasurer may
deposit them separate from current funds. This is very important as any Trust or Special
Funds should not be handled with current funds and it is much simpler to make proper
division of these collections at the source and have them turned over to the Treasurer apart
from any other funds than it is to require the Treasurer to make the proper division after
receiving them from the Collector.
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LARGE MUNICIPALITY.
6 5 . APPLICATION OF SYSTEMS.

While these systems are designed primarily for the smaller municipalities it will be
found possible to adjust the procedure to cover the scope of the current accounts of the
larger municipalities without difficulty. Before proceeding with a solution, however, the
effective scope of a columnar cash book calls for some comment.
6 6 . COLUMNAR BOOKS.

It is unquestioned that a columnar book is limited in its scope. For the municipality
dealing with from 1 0 to 2 0 items of appropriation it is the logical book but for the place
dealing with live items of appropriation numbering more than 2 0 or 2 5 at the outside it
becomes a cumbersome unwieldly volume, or if sufficient columns are not provided to take
care of all appropriations and several are consolidated under one column for subsequent
analysis in posting, the columnar book loses much of its effectiveness. T h e same criticism
holds good on receipts as well, but not to the same extent, as it is unusual to find a munici
pality with more items of income than can be conveniently handled in a columnar book.
67.

SOLUTION.

It is not a difficult problem to take Plan No. 1 and adapt it to a municipality with
any number of items of appropriation by a slight change in procedure.
6 8 . C A S H BOOK.

T h e cash disbursements book will still be retained in columnar form but only to the
extent desired by the responsible official for expenditures under other than appropriations,
with a control column for appropriations.
(See form 2E.) It might be desirable to carry
special columns for County and State T a x e s Payable, Notes Payable, Appropriation Reserves
Payable, etc.; but this is optional. It will of course be necessary to post all expenditures
other than appropriation expenditures directly and in detail from the cash book to the gen
eral ledger, or if it is desired to pursue the system followed on appropriation accounts post
ing may be made to the general ledger first and then to the cash book from the original
voucher as outlined in a succeeding paragraph (Posting Procedure). The principal feature
is the control column for "Appropriations Payable" which will be used in connection with the
procedure outlined in the following paragraph.
6 9 . APPROPRIATION LEDGER.

All appropriations will be carried in this ledger, which will be a separate book if the
conventional T ledger is used but which m a y be carried in a separate section of the gen
eral ledger if a general ledger in the form of the Journal Ruled General Ledger ( F o r m 1G,
Par. 4 5 ) is used or a special ruled ledger is procured. A suggested form of appropriation
ledger is shown herewith: (Form 2 D . )
7 0 . CONTROL.

The appropriation ledger will be controlled by an "Appropriations Payable" or
"Vouchers Payable" account in the general ledger which will receive the total charges to
appropriations for the mo-nth from the Appropriation Payable column in the cash book. T h e
total debits to the general ledger control account will prove with the total of all the debits
to the various accounts in the appropriation ledger.
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7 1 . POSTING PROCEDURE.

In order to efficiently operate under the above plan the customary procedure of mak
ing the Cash Book the book of original entry should be reversed and the appropriation
ledger will be the book of original entry. T h a t is, each disbursement under appropriations
will be posted in detail direct to the appropriation ledger and at the same time to the cash
book. In order that there may be no undue duplication of work and no departure from effi
cient and economical operation the posting to the cash book should be skeletonized to the
greatest degree possible and still retain a proper record, and insofar as appropriations are
concerned the cash book becomes more of a check register and cash record than a book of
detail. It should carry the number and date of check and name of payee with a code to
designate the account to which the check applies. Nothing further is necessary.
7 2 . DETAIL IN APPROPRIATION LEDGER AND ADVANTAGES.

a. It is recommended that complete detail be carried in the appropriation ledger, that
is Check Number, Date, Name of Payee, Purpose of expenditure with the added detail of
date to which service was rendered or date on which goods were supplied. This may seem
to be an extraordinary amount of detail but it will be self-evident that the appropriation
record will be a real source of information with this data at hand and not merely a collec
tion of figures representing charges against an appropriation.
b. There may be features about this plan recommending it to even those smaller
municipalities which could successfully operate under the columnar cash book plan as it is
plain that the appropriation ledger account gives a more complete picture of what happened
to any given appropriation than can be secured by an examination of the columnar cash
book when attempting to make an analysis of what charges are contemplated in any par
ticular set of figures in the general ledger.
7 3 . EXPANSION UNDER P L A N N o . 2 .

a. This plan is also susceptible of expansion either along the lines suggested in preced
ing paragraphs through the medium of an Appropriation Ledger or by enlargement of the
sheet. In case it is desired to use an Appropriation Ledger under Plan 2 , the procedure is
even simpler than in Plan 1, as all that is necessary is to carry the total debits to each appro
priation account directly from the appropriation ledger to column 1 1 under the appropriate
headings.
b. The question may be raised as to difficulty in detecting
to a great extent be eliminated by carrying a memorandum
bursements in the cash book, that is, carry each month's totals
and see that the grand total equals the appropriation totals as
ledger and the several accounts on the statement.

errors in postings. This can
control on appropriation dis
to a memorandum statement
reflected by the appropriation

74. ENLARGING STATEMENT.

a. While the statement is rather large in its present form certain municipalities requir
ing more space than that provided in the present statement may raise the question as to how
to enlarge this statement to meet the requirements which will be found possible under ordi
nary conditions.
b. It will be noted that the marginal line numberings do not run consecutively. This
will permit any municipality to enlarge the statement up to the limit of consecutive number
ing at least. That is, by adding additional lines to meet the requirements. The plan of omit47

ting certain numbers serves to allow expansion without making it necessary to change the ref
erence scheme on the various forms supplementing statement 2 A .
7 5 . PROCEDURE IN HANDLING T R U S T AND CAPITAL FUNDS.

a. W e have not attempted to deal with any other than current appropriations in this hand
book as the majority of municipalities having trust or capital funds' are to a great extent
familiar with the required procedure. This handbook has been designed primarily for the
smaller municipalities who have to deal with current funds only but there are certain cases
where it will be necessary to make provision for handling either trust or capital funds.
b. The most common cases of this kind will be in handling moneys derived from dog
taxes, township road improvements with State aid and fire and light districts, all of which
should be handled entirely separate from the current accounts of the municipality.
7 6 . DOG FUNDS.

a. Under the statute all moneys received from dog taxes shall be kept in a separate ac
count and any claims for dog damages shall be charged to this account with the further pro
vision that at the close of the year any unused balance must be transferred to the credit of
current surplus.
b. Where the collector and treasurer are separate individuals the collector will collect all
moneys and deposit them in the regular manner but in turning this money over to the treas
urer all moneys collected on account of dog tax should be turned over by means of a separate
check which the treasurer must proceed to deposit in a separate account. This will, therefore,
require that the treasurer open a separate bank account and maintain separate books of ac
count for handling these funds.
c. The only book required in this connection will be a journal ruled cash book which will
treat all moneys received from this source as a debit and all payments on account of dog
damages as a credit. A t the close of the year if all claims for damages have been received
and paid the cash balance remaining on hand should be transferred by check to the current
accounts and credited direct to surplus revenue. This can only be done after all damage
claims have been met. If there should be claims which have been approved but not yet paid
or insufficient funds on hand to pay the claims and there are delinquent taxes sufficient to
meet these claims the treasurer cannot close the account until sufficient dog tax money has
been received to pay all claims and all claims have been paid.
d. If all the claims of the year have been paid any moneys received from this source
applying to prior years can be treated as a direct credit to surplus revenue and deposited di
rectly in the current account. Particular attention should be paid to handling these funds,
however, so that no money is turned into the current accounts until all claims of the year have
been paid.
7 7 . FIRE DISTRICTS.

a. In handling these accounts all moneys received by the collector will necessarily have
to be turned over to the treasurer by means of a separate check and deposited in special ac
counts. If there is more than one district, bank accounts should be opened with each dis
trict. Opening accounts with each district will require that each division have sufficient funds
to operate independently of the other.
b. In case there is only one district account within the municipality a journal ruled cash
book should be sufficient to maintain all the records needed. A portion of this will be used
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as a record for cash receipts and disbursements and another portion should be used to record
the accounts receivable consisting of delinquent taxes. The tax levy of the year should be set
forth in the books and the collections, etc., set forth.
c. If there are several districts or the volume of business is considerable a complete set
of books consisting of a cash book, journal and ledger should really be provided in order that
all transactions may be handled in a proper manner and the proper control be established in
the same manner as required under the current accounts. Reference to the handling of taxes
under the current accounts will outline the procedure to be followed if general books are
opened.

7 8 . TOWNSHIP ROAD IMPROVEMENT WITH STATE A I D .

a. Under the statutes any township may make application to the State Highway Com
mission for State aid in road construction and the accounting necessary in this connection is
the one which will affect the majority of townships who have to deal with other than the cur
rent group of accounts. These accounts come under the trust classification as they are subject
to credits not only from moneys received from the State but often times from moneys
received from private subscription. The amount which must be raised by taxation is ordi
narily 2 5 % of the cost of the completed improvement and sometimes less if contributions from
the property owners are received.
b. The preliminary proceedings under an improvement of this nature must be taken by
ordinance which will recite the amount of money necessary to finance the improvement and
which will also recite the approximate amount which must come from taxation or be received
from contributions.

7 9 . BOOKS REQUIRED.

a. The only book required to handle an improvement of this character will be a journal
ruled cash book. When an improvement is undertaken the treasurer should note on the left
hand page of his cash book the name of the improvement and in memorandum form at the
top of the page the amount authorized by ordinance to amount of the contract and any other
particulars that may be necessary. It is usual and proper to finance these improvements
through the issuance of temporary improvement notes. Therefore, the right-hand side of the
cash book page should be used to record notes payable. When the first note is issued for the
improvement this will be entered in the credit column under the head of notes payable with
full particulars as to the date of issue, etc. T h e cash received will be entered under the im
provement account in the credit column and as payments are made to contractors these will
be entered in the debit column under the improvement account. This procedure will enable the
treasurer to keep his disbursements within bounds at all times and as subsequent borrowings
are made these will be entered in the credit column under the improvement account and the
note credited under notes payable account.
b. While it is true that the procedure outlined in a measure consolidates a cash account
and a personal account the saving in detail work will more than offset any argument that
any accounting principles are violated. T h e facts are briefly that the improvement account
acts as the cash account, being credited with all cash received and charged with all cash paid
out. T h e note account simply supplements this account and shows the indebtedness situa
tion. The check book is actually the cash account and should reflect at all times a debit
balance in agreement with the excess credits in the improvement account.
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c. When moneys are received from the State or from contributions these will also be
entered in the credit column under the improvement heading and when the indebtedness is
retired an entry will be made debiting the notes payable account and the improvement ac
count will also show this debit. When funds under budget appropriations are to be used
to retire indebtedness or to provide for a part of the cost of construction the actual funds
should be transferred by check from the current account to the improvement account and
be entered in the credit column.
d. This procedure is only recommended where accounts coming under this classification
are few in number. If there are numerous improvements of this character the same book
may be used except that a cash account should be opened to record the debits and credits
with supporting ledger accounts for the improvements and the notes which may be handled
in the same book.
e. The cash account should be handled in the same manner as any other cash account
and proper postings made to the required ledger accounts.
f. Ledger accounts will necessarily have to be opened for each improvement under the
head of contract payable or similar title and notes payable. Under the contract payable head
should be debited all disbursements on account of the improvement and under the notes
payable head should be credited all notes issued. Proper notations as to the contract lia
bility should be made at the top of the sheet used for recording charges on account of con
struction costs in order to keep within the limits prescribed by the ordinance.
g. I am not recommending in this handbook that complete debit and credit entries be
placed on the books to record all ordinance or contract liabilities or anticipations as the pro
cedure involved is complicated and I feel that better results can be obtained under the plan
outlined above if intelligently handled as this places before the municipal officials on two
corresponding pages the indebtedness that is outstanding against any particular improvement,
the cash on hand and the purposes for which funds have been expended. If separate bank
accounts are maintained for these improvements there should be no difficulty in keeping
them straight. Reference to the sample accounts presented herewith will outline the proce
dure in dealing with this class of accounts where no specific cash account is maintained.
(Sample Account—Twp. Road Impt.)
8 0 . CAPITAL ACCOUNTS.

a. Capital accounts deal solely with improvements to be financed through deferred or
future taxation and usually deal with the issuance of temporary notes or permanent bonds.
All such accounts should be evidenced by separate bank accounts and if there is only one im
provement of this character undertaken during a fiscal period the recommended procedure
for handling township road improvement with State aid will apply.
b. In other words, a journal ruled cash book will meet the needs of the municipality.
A n account will be opened with the improvement to be undertaken and another with notes
payable or bonds payable. A s notes or bonds are issued this account will be credited with
the amount of such obligation and the improvement which will be considered as a cash ac
count will likewise receive a credit for the cash received. The ordinance limitation and con
tract limitation should be noted at the top of the account in permanent form as this will
be used in taking off a balance sheet. T h e improvement costs will be debited against the
improvement cash account and after the improvement is completed any unused balance
should be retained to retire the indebtedness when due. When the indebtedness outstanding
is retired through budget appropriation the funds should be transferred to the improvement
cash account and when the indebtedness is paid the note or bond account will receive a
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debit and the improvement account will also receive a debit as this account really functions
as both a cash account and a personal account.
c. In the above I have endeavored to briefly illustrate the procedure in connection with
trust or capital accounts which may be ordinarily encountered in the small municipality but
where these transactions are voluminous they need special attention although not necessarily
special books and the Department will be willing at any time to render such service as a
municipality may require to enlarge or elaborate on a system for trust or capital accounts.
In the limited scope of this handbook these transactions must necessarily be covered in a
general way as it usually happens that each municipality's capital or trust accounts present
a different problem.
81. SAMPLE ACCOUNT.

Ordinance, . . $15,000

(a) Township Road Improvement with State Aid.
Main Line Road Construction with State Aid.

Check
No.

July 1

5

Aug. 1
2

3
5

Sept. 1

5
10

15

Oct. 5
10

15

Contract, . . . .
State Aid, . . .
Contributions,

Debit Costs

Detail

Proceeds note,
John Jones, Account Contract, . .
Proceeds Note,
2
John Jones, Account Contract, . .
3 N. J. News Advertising,
4 Wm. Austin, Engineering Serv.,
Proceeds Note,
5 John Jones, Bal. Contract,
6 John Jones, Extras, Contract, . .
7 Wm. Austin, Engineering Serv.,
Receipt from State,
Receipt from Contribution,
8 Notes Paid,
1

Cash on hand,

Credit
Receipts

13,500
75%
$500

Balance

$5,000

$4,950

5,100
5,025
25
50
3,900

3,525
250
175

10,125
500

$ 210,400
4,400
225

$24,625

$24,625

$24,625

Cash Balance Down,

$225

Notes Payable, Main Line Road.
Check
No.

July 1
Aug. 1
Sept. 1
Oct. 15
Oct. 15

Detail

Debit

Note 1st Nat'l Bank Demand,
Note 1st Nat'l Bank Demand,
Note 1st Nat'l Bank Demand,
Notes Paid,
Balance,

Credit

$5,000

5,100
3,900
$10,400
$3,600
$14,000

Balance down,

51

$14,000
$3,600

Balance

b. Assuming that no further transactions take place until the close of the year a balance
sheet abstracted from the books would show the following results:

Cash,

$225.00
3,375.00

Due from future taxation

$3,600.00
3,600.00

Notes Payable,

c. W h e n there is appropriated in the next budget the amount required to meet the town
ship's share of the improvement this is treated as a credit on the improvement account and
when the notes are paid all accounts are closed by a debit on both the notes payable ac
count and on the improvement account.
d. It will be noted that the term, "Due from future taxation," is used as the asset figure
on the balance sheet as this is the customary title to use in an intangible asset which must
come from taxation.
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Form 1A
COLLECTORS CASH BOOK

Form 1B
TREASURERS

CASH-RECEIPTS

BOOK

Form 1C
COLLECTOR-TREASURERS CASH RECEIPTS BOOK

Form 1D
TREASURERS CASH DISBURSEMENTS BOOK

Form 1E
GENERAL JOURNAL.

Form 1F
GENERAL

LEDGER

Form 1G
JOURNAL RULED

GENERAL

LEDGER

TAX TITLE L I E N RECORD
( R e f e r e n c e - Paragraph 18d)

Form

1H
TREASURER'S M O N T H L Y STATEMENT

...County of

N . J.

Report for the Month Ending

, 19

Appropriations and Expenditures

Item

Amount

Transfers
Plus Minus

Disbursed

Cash Balance
1st, 19....
Receipts for month,
Disbursements for month,
:
Cash Balance,
, 3—., 19
Notes Outstanding
1st, 19
Notes issued during month,
Notes retired during month, . . . .
Notes outstanding
3—, 19

Reserved
For Unpaid
Claims

Unexpended
Balance

$
$
$
$
$
$
$.
$

Notes Outstanding A r e Due as F o l l o w s :

Amount

Purpose

Due

I hereby certify that the above is a true report of the condition of the appropriations,
cash balances and outstanding indebtedness as reflected by my records as at the close of the
above-mentioned period.
Respectfully submitted,

Treasurer.
56

Form 1-I.

T a x Anticipation Note
Issue 1 9
No
Date
Amount previously au
thorized and out
standing
$
Amount this Note
$
Total Issued
$
Total borrowing power
on instruments of
this class
$
Order of
Due
Date of Resolution
Payment Action.
Date
Remarks

$
$
$

No.

.19

•N. J ,

$
T A X (ANTICIPATION) NOTE, I s s u e OF 1 9
OF THE T O W N S H I P

OF

COUNTY OF

N . J.

Issued pursuant to the provisions of Chapter 1 9 2 , P . L. 1 9 1 7 as
amended, pursuant to resolution adopted on the
day of....
19
It is hereby acknowledged and certified that the Township of
,
County of
, New Jersey, is indebted to the
, or to the
order thereof, in the sum of
dollars, lawful money of the United
States of America, for value received, which said sum the Township of
promises to pay to the said
or order thereof, on
demand, on or before the thirty-first day of December, Nineteen H u n 
dred Twenty
, with interest at the rate of
per cent. per annum.
THE; T O W N S H I P OF

Total borrowing power
on instruments of
this class
$.
Amount of instruments
of this class out
standing,
including
this note
$.

COUNTY

OF

Signed

Chairman.

Countersigned

Treasurer.

Attest

Clerk.

Form 1-J.

Emergency Note Issue 1 9
No
Date
Amount previously au
thorized and out
standing
$
Amount this Note
$
Total Issued
$
Cause for issuance of this note
Order of
Due
Date of Resolution
Payment Action.
Date
Remarks

No.

N. J.,
EMERGENCY NOTE, I S S U E OF 1 9
OF THE T O W N S H I P OF...
COUNTY OF

N . J.

Issued pursuant to Chapter 1 9 2 , P . L. 1 9 1 7 as amended, pursuant to
the resolution adopted on the
day of
.19
It is hereby acknowledged and certified that the Township of
,
County o f . .
, New Jersey, is indebted to the
, or to the
order thereof, in the sum of
dollars, lawful money of the United
States of America, for value received, which said sum the Township of
promises to pay to the said
or order thereof, on
demand, on or before the thirty-first day of December, Nineteen H u n 
dred Twenty
, with interest at the rate of
per cent. per annum.
Under the provisions of the act governing the issuance of this note it
is not subject to renewal.
T H E T O W N S H I P OF

$.

Cause or Event for which this
note is issued. (Insert full
particulars.)

COUNTY

$.
$.
F o r m

19

$

OF

Signed

Chairman.

Countersigned

Treasurer.

Attest

Clerk.

1 - K .

Temporary Improvement Note
Issue 1 9
No
Date
Ordinance N o
Date
Amount authorized by
ordinance
$
Amount prev. issued
and outstanding . . . $
Amount of this N o t e . . $
Total
$
Order of
Due
Purpose of Issue
Payment Action.
Date
Remarks
$•
$$.

No.

N. J.,

19.

$
. TEMPORARY IMPROVEMENT NOTE, I S S U E OF 1 9
OF THE T O W N S H I P

OF

COUNTY

OF

N . J.

Issued pursuant to the provisions of Chapter 2 1 2 , P . L. 1 9 1 7 as
amended, pursuant to ordinance adopted on the
day of.
19
It is hereby acknowledged and certified that the Township of
,
County of
, New Jersey, is indebted to the
, or to the
order thereof, in the sum of
dollars, lawful money of the United
States of America, for value received, which said sum the Township of
promises to pay to the said
or order thereof, on
demand, on or before the thirty-first day of December, Nineteen H u n 
dred Twenty
, with interest at the rate of
per cent. per annum.
T H E T O W N S H I P OF

Ordinance N o
Purpose
Amount authorized . . . $.
Total indebtedness out
standing against this
ordinance, including
this note
$.
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COUNTY

OF

Signed

Chairman.

Countersigned

Treasurer.

Attest

Clerk.

Certificate No

TAX SALES UNREDEEMED

Property Owned by and Assessed to

Sold to

Location

Block

Lot No.
P A Y M E N T ACTION

ACCUMULATIVE ACTION
T A X LEVY
YEAR

1

REFERENCE
P A G E

2

ITEM

AMOUNT
OF LIEN

ACCRUED INT.
TO DEC. 1

4

5

6

L I N E

3

Amount Brot. Forward

DATE
PAYMENT
TAX

7

CASH
BOOK
FOLIO

AMOUNT
PAID

ACCRUED INT. AND
COSTS PAID AT
REDEMPTION

8

9

10

T A X S A L E S UNREDEEMED

Certificate No.

Sold to

Property Owned by and Assessed to..

Lot No,

Block

Location.

PAYMENT ACTION

ACCUMULATIVE ACTION _
TAX LEVY.
YEAR

1

REFERENCE
PAGE

LINE

2

3

ITEM

AMOUNT
OF LIEN

ACCRUED INT.
TO DEC. 1

4

5

6

Amount Brot. Forward

DATE
PAYMENT
TAX

7

CASH
BOOK
FOLIO

8

AMOUNT
PAID

9

ACCRUED INT. AND
COSTS PAID AT
REDEMPTION

10

TAX TITLE LIEN

Certificate No.
Property Owned by and Assessed to

Lot No.

...Block

Location..

P A Y M E N T ACTION

ACCUMULATIVE ACTION
T A X LEVY
YEAR

1

REFERENCE
P A G E

2

ITEM

AMOUNT
OF LIEN

ACCRUED INT.
TO DEC. 1

DATE

CASH
BOOK
FOLIO

AMOUNT
OF LIEN

4

5

6

7

8

9

L I N E

3

Amount Brot. Forward

ACCRUED INT.
PAID AT
REDEMPTION
10

TAX TITLE LIEN

Certificate No.
Property Owned by and Assessed to

Lot No.

Block

Location...

PAYMENT ACTION

ACCUMULATIVE ACTION
TAX LEVY
YEAR

1

REFERENCE
P A G E

2

ITEM

AMOUNT
OF LIEN

ACCRUED INT.
TO DEC. 1

DATE

CASH
BOOK
FOLIO

AMOUNT
OF LIEN

4

5

6

7

8

9

L I N E

3

Amount Brot. Forward

ACCRUED INT.
PAID AT
REDEMPTION

10

Form 1L
TAX

ARREARS

REGISTER

Form 1N

TAX S A L E "LIST"

Form

1P

INDEBTEDNESS REGISTER

FORM 2D—APPROPRIATION

LEDGER

APPROPRIATION BUDGET,
T R A N S F E R S - - DR.--CR.- - DATE,

$-

TITLE

DATE

FORM 2 E - C A S H

DATE

CHECK
NO.

DISBURSEMENT

CHECK
NO.

PAYEE

DEBIT

PURPOSE

MONTHLY
TOTALS

BALANCE

REGISTER

PAYEE

FOLIO

TOTAL CASH
CREDITS

APPROPRIATION
DEBITS

OTHER
DEBITS

FORM 2 D — A P P R O P R I A T I O N

LEDGER
APPROPRIATION BUDGET,
T R A N S F E R S - - DR.--CR.- - DATE,

TITLE

DATE

FORM 2E—CASH

DATE

CHECK
NO.

DISBURSEMENT

CHECK
NO.

P A Y E E

MONTHLY
TOTALS

PURPOSE

BALANCE

REGISTER

PAYEE

FOLIO

T O T A L
C A S H
C R E D I T S

APPROPRIATION
D E B I T S

OTHER
DEBITS

Form 1-2C
COLLECTOR'S REPORT TO TREASURER

This Form to Accompany Check
To the

Treasurer:

of

County of

Herewith is check for
representing collections of taxes as follows:
192
Taxes,
192
192
192
192

$
$

"
"
"
"

Franchise Tax 19

,

Gross Receipts Tax 19

,

Interests and Costs,
Total,

$

The above represents my collections from.

to

19

Respectfully submitted,
Collector.

Note.—This form supplements but does not supersede the Collector's report to the Gov
erning Body required under Section 605 of the Tax Act, Revision of 1918, designated as
Form 2C in this Handbook, but should accompany all checks turned over to Treasurer dur
ing the month.
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(Sec. 605, Chap. 62, P. L. 1921)

COLLECTOR'S MONTHLY REPORT

Form 2-c

of

County of

T o t h e Governing Body For the Month Ending
Line
No.

SOURCE'S

OF

COLLECTIONS.

AMOUNT

TREASURER'S

COLLECTED.

POSTING
REFERENCE.

1.

Taxes—Include Real, Personal, Poll

X

X X X X X X

2

2d Class R . R . and Bank Stock (if any)

X

X X X X X X

3

T a x Current Year

4

"

Year 192

5

"

Year 192

6

"

Year 192

7

"

Prior Years-

Line.

Col.

19
TREASURER'S

POSTING

A D J U S T M E N T S D U R I N G MONTHS.

REFERENCE

Line

T a x e s Added By Collector—Prior Years
Added for Year 192.

52

2

48

4

"

"

192,

55

2

51

4

"

"

192

58

2

54

4

Added

61

2

57

4

Credit Surplus Revenue

197

a

60

4

T a x e s Added Current Year

49

2

for Prior Years

x x

X X

4

x

x

•

72

4

74

4

76

4

78

4

Added Real and Personal
!
Credit Unexpended Balances
for
the above
Added Poll Tax—Debit Current
Year's T a x
Credit Pol1 T a x (Revenue Acct.)
for the above
T a x e s Remitted—Governing Body
—Co. Bd., etc. (Credit E n t r y )

80

4

Year

8
Franchise T a x Current Year

9

X X X x x

xx

x

193

8 '

49

2

6

$

Current

49

4

192,

52

4

192:

55

4

192

58

4

Prior

61

4

Discounts Allowed Current Year

49

4

21

Charge Unexpended Bal. Acct.

193

10

22

Transfers t a x Title Liens—

"

10

"

Prior Years

Gross Receipts T a x Current Year

11

"

12

"

"

Prior Year

x x

x

x

x X

7

13
T a x Title Liens Redeemed

14
15

16

Interest and Costs on T a x e s and Liens

17

Other C o l l e c t i o n s - - N a m e l y

X

X X X X X X

18
—

Date Authorized

Year—Sale or Transfer

23

Total

24

Less Discount (if any) on Current t a x

20

25

Total Collections ion Month

91

26

Plus Cash on Hand beginning Month

90 6

27

Amount

Above Current—Sale—Transfer

x

x

49

4

192

Sale—Transfer

52

4

192

Sale—Transfer

55

4

Total Receipts and Cash on H a n d

192

Sale—Transfer

58

4

28

Disbursements to T r e a s u r e r

Prior

Sale—Transfer

61

4

29

Date Payment

Int. Cost Added to Ctf.

197

a

30

Total to T a x Title Liens

81

2

31

O t h e r Adjustments or Transfers

32

From

33

Check No.

2

Amount

-

To

i

34

Total Disbursements F o r Month

91

4

From

35

Plus Cash on Hand at E n d of Month

91

6

To

36

Total—Should Agree with l i n e 27
Special Collections (Dist. or D o g )

38

Dog T a x

39

Lighting District No.

—

Remarks:

40
41
42

Fire District No.

43
44
45.

Total Collections—Special T a x e s

46

Disbursements to Treasurer

47

Date Payment

Check No.

Amount

I hereby certify that the above is a true and correct report of my collections

48

for the month of.

49

the records shown b y my Cash Book; I also certify that all the adjustments and

58

transfers made during the month are reflected correctly under the appropriate

5.1

headings as set forth above.

•52

Total—Should Agree with Line 45

Dated

..and the amounts are in agreement with

Respectfully submitted,

.

This Report is Filed Pursuant to Section 605, Chapter 62, P. L. 1921, p. 97.

Collector

Form 2 B

ANALYSIS OF PROPERTY TAX AND TAX DUPLICATE
Taken from the total assessments of the tax duplicate after all extensions have been verified
NOTE.—This Form should be bound in the book containing Forms 2 A, Plan 2
I

A N A L Y S I S OF PROPERTY T A X AS ASSESSED ON T A X D U P L I C A T E EXCLUSIVE OF DOG, SPECIAL

POSTING
REFERENCE.

DISTRICT, FRANCHISE AND GROSS RECEIPTS T A X E S .

2

TREASURER'S

Line

Column

3
Total

, 1

Second

5

Bank

6

and Personal

Class Railroad

Stock

Mandatory

Only

T a x

T a x (If a n y )

Total

.7

8

T a x — R e a l

Property T a x

Taxes—Deduct

from

Property

T a x —

169

State Road T a x

9

10

State

School T a x

11

Soldiers'

12

State Bridge

13

S t a t e Instn.-

Bonus

District

Court

16

County

Library

17

Local

T a x

Fund

T a x

18
19

Balance—"Local

Mandatory

Purpose

9
9
9

173
174

9

175

9
9

176

T a x ( I fA n y )

Taxes, Deduct

9

172

T a x (If a n y )

School T a x

Total

20

T a x

Constrn.

T a x

15

Bond

and Tunnel

County

14

170
171

from

Total

177

9

36

5

Prop. T a x

T a x " — B u d g e t

STATEMENT OF TAX DUPLICATE :

21

Total

22

A d d

Property
Total

T a x as P e r Line

Polls

above

Assessed

Total Taxes

23

7

5

Receivable Current

48

Y e a r

2-3

SPECIAL OR DISTRICT T A X E S LEVIED :

24
25

D o g

T a x

Trust

Fire

District

Trust

26
27
28
29

Light

District

Trust

30
Franchise

31

T a x (Certified

by St. B d . T x . &

A )

3

5

4

5

32
Gross

33

R e c . T a x (Certified

by

S t . B d . Tx.

& A . )

34
D o g

or District

T a x e s d o n o t affect the C u r r e n t

the

Treasurer.

All

above figures

Duplicate.

Franchise
should

be

& Gross

certified

Receipts

Accounts

Taxes

to Treasurer

are

and are not entered

carried

b y Collector

to F o r m
as soon

2

A

o n the

as

a s the

per

Current

Records

of

reference.

Collector

receives

the

Tax

F o r m 2A.

TREASURER'S
of

the

2

1
Explanation

ITEMS

AND

Explanation

Five

E x c e s s o r Deficit
C e r t i f a t e May 1
Certificate M a y 1

Tax

Additional

Poll

Taxes

Current

from Form 2C

6
Insert in C o l u m n 3 A l l O t h e r Budget Anticipations.

7

6

5

AND D E T A I L FOR

Bucket,.,

Franchise T a x
Receipt

19

Cash O v e r - D r a f t

O n H a n d and i n Bank

Gross

Ending

4

3
D E T A I L FOR

Misccellaneous Revenues Anticipated

-2.

For M o n t h

Columns

Cash

1

STATEMENT

C o u n t y of

of

Line
No.

FINANCIAL

Year—
Receipts f r o m J a n .
..1st to Date.

9
10

11

12
13

14
15
16
17

26

Miscellaneous

Revenues

Insert al1 Revenues N o t Anticipated
under proper
Title
With Amounts in

N o t Anticipated:

29

31

Budget

Insert Balance From
Form 2B— Line 19

Realized

Local P u r p o s e T a x

36

37
(See
4ft

Sec. 23. Budget Act) Insert Detail

in Column 1 a n d Authorization C o l 3

Emergency Revenues

39
••>•

3k

IP
44
Total Levy C u r .

Balance

Outstand-

ing

T A X E S R E C E I v A B l e — R e a l , P e r s o n a l , Poll, 2d Class R . R.,

45

Taxes to Date
and B a n k Stock ( I f A n y ) ( E x c l u s i v e of D o g )

. 46

A m o u n t Beginning
Month

47
Amount

Beginning

Taxes Current Year

48

Added During Mo.

4SL

50

A m o u n t Beginning
Month

T a x e s 192

51

A m o u n t Beginning
Month
Added D u r i n g Mo.

55
..56

A m o u n t Beginning
Month

T a x e s 192

Added D u r i n g M o .

58

Credits for Month
A m o u n t Beginning
Month
C a i r n s for M o n t h
Credits for M o n t h
A m o u n t Beginning
Month

Added During Mo.

52..

Coll'ns for Month

Coll'ns for Month
Credits for M o n t h
A m o u n t Beginning
Month
Coll'ns for Month
Credits

for Month

A m o u n t Beginning
Month

59
A m o u n t Beginning
Month

Taxes Prior Years

Added During M o .

71
Levy

Franchise T a x , Current Year

72

for

Year

Coll'ns for Month
Credits f o r Month
A m o u n t Beginning
Month
Coll'ns

f o r Month

A m o u n t Beginning
73

.!

Month

Prior Years

7.4 .

Outstanding

Coll'ns for M o n t h
Amount Beginning
Month

Levy f o r Year

Coll'ns for M o n t h
A m o u n t Beginning
Month

Outstanding

Coll'ns f o r M o n t h

'75
76

Gross Receipts Tax,- C u r r e n t Y e a r

77'
Prior Years

78
79

Tax Title Liens

Month

Added

Coll'ns for M o n t h
During

Mo.

Credits f o r M o n t h

82

Insert Detail Col. 1

Accounts Receivable

Balance Due

85
86
87

88
89
90

Total Receipts to
Beginning M o n t h

Collectors Cash Account

Receipts for M o n t h

Disbursements t o
Beginning M a
Disbursements
for M o n t h

92
Total

Column 3 to Column 11

Balance

when

taking

Trial

T o t a l C o l . 5 to Col. 9 - t o Balance

Form 2A

C U R R E N T

TREASURER'S
of

t h e

of

FINANCIAL

C o u n t y

of

EXPLANATION

ITEMS.

101

F o r T r i a l Balance Follow Directions in Cols. 8-10.

102

Appropriations.

STATEMENT
For M o n t h

8

7

Line
No.

A C C O U N T

9
TOTAL
CREDITS.

AND D E T A I L FOR C O L U M N
NINE.

T o t a l from Col. 5 F o r ' d ' d to Col. 9.

E n d i n g

1 9

10

11=

E X P L A N A T I O N AND D E T A I L
ELEVEN.

for

COLUMN

TOTAL
DEBITS.

BALANCES.

T o t a l F r o m Col. 3 F o r ' d ' d t o Co!. 11,
Budget.

t o Date.

Unexpended.

103
104
105
106
107
108
109
110
111
112

113
114
115
116
117
118
119
120
121
136

Emergency Appropriations.

By Resolution C u r r e n t Y e a r Only. State
Purpos
C o l . 7, Appr:'n Col. 9, D i s 
bursement Col. 11. K e e p E m y . Sepa
rate from R e g u l a r I t e m s both a s to
Authorization a n d Disbursement.

139
140
145

D e f e r r e d Assets from P r i o r Y e a r s .

146

E m e r g e n c y R e v e n u e s Y e a r 19

147

Deficit Misc. R e v . Y e a r 19

148

Deficit U n e x . Bal. Acct. 19.

J a n . 1st Balances.

149
D e f e r r e d Assets C u r r e n t Year.

150

I n s e r t A m o u n t s in C o l u m n 11 a n d Detail
in Column 7 o n 14th S t a t e m e n t Only.

151
152
153
154
155

A p p r n . Reserves from P r e v i o u s Y e a r .

As at J a n . 1st.—Setting

R e s e r v e s on

156

A c c o u n t E a c h A p p r ' n f o r t h in Detail

157

in Col. 7, A m o u n t s in Col. 9.

Disbursements

on A c c o u n t

Reserves

P r i o r Y e a r s in Col. 11.

158

159
160
161
162
Appropriation Reserves—Current Year.

Totol of Reserve as
on 14th S t a t e m e n t .

168

Mandatory Taxes.

Statement."

169

State Road T a x .

170

S t a t e School T a x .

171

Soldiers' B o n u s B o n d

172

S t a t e Bridge and Tunnel Tax

173

State

Insert

166

at

Dec.

3lst

The Amount

in

Col.

9

is

Carried

in

Detailed A p p r ' n s t o F o l l o w i n g Y e a r .

167

Institution

trict.

D a t e D u e a n d Payable.

P a y m e n t s t o Date.

U n p a i d Balance.

AH D e c . 15.

Tax

Construction

Fund T a x .

½J u n e 1 5 — ½ Dec. 15.

174
175

District Court Tax (if a n y ) .

176

County

177

Local School T a x .

Library Tax (in a n y ) .
½ J u l y 15-Aug. 1—½ D e c . 15.

178
Retired
179
180
181

N o t e s — T a x Revenue—Anticipation.
( C a r r y Accumulations o f F i g u r e s in Cols. 8 and 10
t o Cols. 9 and 11.)
Notes—Emergency.

182
183

N o t e s — T a x Title.

184
185

A c c o u n t s Payable.

to

Begin—

ning Month.
Retired During

ning M o n t h .
Issued During
Month
U u t s t a n d i n g Beginning M o n t h .
issued D u r i n g
Month
o u t s t a n d i n g Beginning Month.
Issued During
Month
I n s e r t Detail Col. 7.
A m o u n t P a y a b l e Col. 9.

Month.

Retired to B e g i n ning Month.
Retired

During

Retired to

Begin-

i n g Month.
Retired During
Month.
I n s e r t All P a y m e n t s Col. 11.

186
187
188

O v e r p a y m e n t s of T a x e s .

189

Suspense—Unidentified Collections.

Insert

all O v e r p a y m e n t in Col. 9. A d d i tions D u r i n g M o . A d d t o P r e v . T o t a l .
A m o u n t of U n a l l o cated Receipts.

C h a r g e All R e f u n d s in Col. 11.
Charges
funds.

of R e 

190

192

U n e x p e n d e d Balances Account.

193
'194

U u e x p e n d e d Balance

A p p r o p r i a t i o n D e c . 31st a f t e r

197

Month.

Balance J a n . 1st and
Credits t o D a t e .
Surplus Revenue Account.

A m o u n t Beginning
Month.
Credits for M o n t h .

198
T o t a l C o l u m n s 9 a n d 11 f o r T r i a l Balance A f t e r M a k i n g All E x t e n s i o n s .

Charges to Date.

ning Month.

Month.
Added During
Month.
Inserton13thStatementt o Close.

195
196

Discounts a n d Remissions.

Added T a x e s and Unexpended Balances.

191

Credit
B a l a n c e to
Surplus Dec. 31.
If D e b i t B a l a n c e
C a r r y t o Col. 11,
14th
Statement
and F o r w a r d to

N e w Year
Appr'd C u r r e n t
Budget.

Credit Balance t o
14th S t a t e m e n t .

